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INTRODUCTION

The United States Coast Guard (USCG) has devel oped the Electronic Notice of
Arrival/Departure (e-NOA/D) application—accessible via the World Wide Web (WWW)—to
provide you, the representative of avessel, with the means of fulfilling the arrival and departure
notification requirements of the USCG and Customs and Border Protection (CBP) online.

Prior to September 11, 2001, ships or their agents notified the Marine Safety Office
(MSO)/Captain Of The Port (COTP) zone, within 24 hours of the vessel’s arrival viatelephone,
facsimile (fax), or electronic mail (e-mail).

Due to the events of September 11, 2001, the USCG’s Nationa Vessel Movement Center
(NVMC)/Ship Arrival Notification System (SANS) was set up, as part of the U.S. Department of
Homeland Security (DHYS) initiative. Also, asaresult of thisinitiative, the advanced notice time
requirement changed from 24 hours notice to 96 hours notice (or 24 hours notice, depending
upon normal transit time). The NOAs and/or NODs continued to be submitted via telephone,
fax, or email, but were now to be submitted to the NVMC, where watch personnel entered the
information into a central USCG database.

The e-NOA/D is an aternative to submitting NOAs, NODs, and/or Advance Passenger
Information System (APIS) messages by the methods mentioned above. Asaresult of the
USCG and CBP working together to develop an authorized one-stop notification method, the e-
NOA/D application eliminates the need to submit the same information multiple timesto
multiple agencies. Consider its advantages:

e Thee-NOA/D conforms to both the USCG’s and the CBP’s requirements, eliminating
the need to submit duplicate and/or similar information to both agencies

e TheNOA and/or NOD process is automated:

e Oncethe eNOA/D is completed and submitted viathe Web, the datais sent
automatically to the NVMC, whereit is reviewed for completeness

e When it isdetermined that the eeNOA/D is complete and it is validated by the
NVMC, the information is entered in a central USCG database

e Ane-mail message confirming receipt of the eNOA/D is sent to the
representative of the vessel listed in the eeNOA/D

e« TheUSCG, CBP, and other authorized Federal agencies screen the information in
the database, and any findings are forwarded to the cognizant MSO/COTP.

e An active e-NOA/D can be updated and resubmitted

e A partialy completed e-NOA/D can be stored, completed in the future, and then
submitted.

This user guide has been developed to provide an overview of why an e-NOA/D isrequired, as
well as helpful hints to consider before completing the eeNOA/D. This user guide contains
instructions on preparing and submitting avessel’s arrival and departure information that will
help to ensure that the e-NOA/D is completed and submitted correctly and is available for use by
the USCG, CBP, and other authorized Federa agencies.

- %‘% .
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WHAT DOES THE e-NOA/D APPLICATION PROVIDE? ‘

The e-NOA/D application provides an easy-to-use and efficient method for reporting the vessel
arrival and/or departure information required by the USCG and other Federal agencies for
vesselsvisiting U.S. ports. It was developed to enable an eeNOA/D to be submitted directly to
the NVMC viathe Web (even while the vessel is underway), thereby avoiding faxes, scanners,
and telephones. It provides a means for managing and storing recently submitted company,
vessel, personnel, and arrival information.

Additionally, this eeNOA/D application allows a previously submitted eeNOA/D to be updated
and a partially completed eeNOA/D to be saved and submitted at alater date. Utilizing these
features makes completing and submitting subsequent e-NOA/Ds faster and easier.

Any NOA and/or NOD submitted viathe e-NOA/D application constitutes the official NOA
and/or NOD, and duplicate submissions through other means are not required. Therefore,
submitting an e-NOA/D eliminates duplicate handling of the NOA and/or NOD.

NOTE: The e-NOA/D application does not support a consolidated NOA and/or NOD. A vessel
cannot submit a consolidated NOA and/or NOD via an e-NOA/D.

The USCG and CBP Regulations Involved

33 Code of Federal Regulations (CFR) Part 160 (dated 28 February 2003) permanently changes
the NOA requirements in 33 CFR Part 160 and consolidates the NOD into the NOA. It requires
additional crewmember and passenger information. Additional information on the requirements
of 33 CFR Part 160 can be found on the United States Coast Guard National Vessel Movement
Center (NVMC) home page at (www.nvmc.uscg.gov) through the 33 CFR 160 link in the
Downloads section.

33 CFR Parts 104, 160, and 165 - Addendum (dated 1 July 2003) provides security measures
for certain vessels calling on U.S. ports. It requires the owners or operators of vesselsto
designate security officers for vessels, develop security plans based on security assessments,
implement security measures specific to the vessel’s operations, and comply with Maritime
Security Levels. Thisfina rule can aso be found at the United States Coast Guard National
Vessel Movement Center (NVMC) home page at (www.nvmc.uscg.gov) through the 33 CER
160 link in the Downloads section.

33 CFR 164.35 (dated 1 July 2001) requires avessel to indicate the operational condition of its
equipment. Thisfinal rule can be found at
http://www.access.gpo.gov/nara/cfr/waisidx_01/33cfr164 0l1.html.

SOLAS 1974, Chapter | X, as amended, makes mandatory the International Safety Management
(ISM) Code, requiring the ship owner or any person who has assumed responsibility for the ship
(the Company) to establish a safety management system. Chapter 1X was adopted in May 1994
and entered into force on 1 July 1998.

8 CFR Parts 217, 231, and 251, and 19 CFR Parts 4, 122, and 178 requires each foreign or
domestic vessdl to provide an electronic transmission of passenger and crewmember manifest
information to an immigration officer (immigration officers who perform inspection functions
are now part of CBP) in advance of an aircraft or vessel arrival to or departure from the U.S.
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Thisfina rule can be found at
http://a257.g.akamaitech.net/7/257/2422/01jan20051800/edocket.access.gpo.gov/2005/05-
6523.htm.

WARNING: Use of USCG-formatted NOA methods does not relieve the submitter of the
responsibility to know the regulatory requirements pertaining to its vessel and to
ensure submission of acomplete and accurate notice of arrival or notice of
departure as specified in the aforementioned regulations. Failure to timely and
accurately comply with the regulations may result in enforcement actions,
including civil penalties. The Coast Guard takes no responsibility for any damages
resulting from the failure to comply with the pertinent NOA and APIS regulations.

Benefits of Using the e-NOA/D Application

Satisfies Both the USCG’s and CBP’s Requirements—The USCG and CBP have coordinated
their efforts to develop an electronic arrival and departure manifest system, meeting the
requirements of both agencies. When an e-NOA/D is completed properly and submitted, it
provides all of theinformation required by the Federal regulations listed in the USCG and CBP
Regul ations Involved section and eliminates the need to send separate notifications with slightly
different information to multiple agencies.

The Processis Quicker and More Accurate—The submission of an eeNOA/D significantly
improves the likelihood that there will be fewer problems with an NOA and/or NOD, as the
information needed to minimally comply with the regulations is contained in required fields.
The e-NOA/D application may not allow the submission of an ee-NOA/D unless the appropriate
fields have been completed. But remember, merely supplying information in all of the required
fields may or may not fulfill all of the reporting requirements for your vessel. It isyour
responsibility to know the regulatory requirements pertaining to your vessel.

Once the eeNOA/D isreceived at the NVMC, the information is validated for completeness, so
the eNOA/D is seen and processed quickly. This quicker process lessens the possibility a vessel
will be delayed or denied entry into or exit from a port.

A Confirmation of Receipt is Provided—Once an e-NOA/D is submitted and validated, the
NVMC will send areply by e-mail confirming the receipt and processing of the online
submission. If any information is missing from the e-NOA/D, the e-mail message will state
exactly what isneeded. This confirmation of receipt eliminates any concern that an eeNOA/D
did not get to the right place or is missing required information.

WARNING: If aconfirmation e-mail messageisnot received within 2 hours of submitting
the eeNOA/D, call the NVMC for verbal confirmation at the number listed in
the Contact Numbers section.

The e-NOA/D datais forwarded to CBP, but they will not send a confirmation of receipt.

Previously Submitted e-NOA/Ds are Available for Reuse—Once logged on, the Electronic
Notice of Arrival/Departure (e-NOA/D) — List page provides arecord of previously submitted e-
NOA/Ds. These eNOA/Ds are listed in the Previously Submitted NOA/Ds datagrid. Simply
click on the Copy link of an eeNOA/D, and the eeNOA/D application displaysit in an editable
format, with the datain all fields (except for the Notice Typefield, the Voyage Typefield, the
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Arrival Information section, the Departure I nfor mation section, the Last Port of Call
section, the Cargo Manifest section, and the Next Port of Call section) copied to another e-
NOA/D and ready for reuse. Make the few quick changes required to amend the eNOA/D and
submit it as normal. Submitting an eeNOA/D gets easier each time. Instructions on reusing an e-
NOA/D are found in the Previously Submitted NOA/Ds Data Grid section.

I ncomplete eeNOA/Ds Are Saved To Be Submitted Later—The e-NOA/D application allows
you to start an eeNOA/D, save it, and complete and submit it later. All incomplete eeNOA/Ds
are listed on the Electronic Notice of Arrival/Departure (e-NOA/D) — List page in the Saved
NOA/Dsdatagrid. To complete asaved e-NOA/D, click the Edit link, and it appears on the
screen with al previously completed fields till filled in. The eNOA/D can then be completed
and submitted to the NVMC as normal. Instructions on retrieving a saved e-NOA/D are found in
the Saved e-NOA/Ds Data Grid section.

Previously Submitted e-NOA/Ds Can Be Updated—The e-NOA/D application supports multiple
submissions of an e-NOA/D and allows updates to an eeNOA/D that is still active. Click on the
Update link of an eNOA/D that islocated in the Previously Submitted eeNOA/Ds data grid,
and the eeNOA/D application displaysit in an editable format with all sections completed.

Do not submit a notice of change in the following situations:

e Theestimated time of arrival or departure reported in the original eNOA/D changed
less than 6 hours

e Thevessal’slocation or the position of the vesseal at the time of submitting the e-
NOA/D changed

e Any crewmember’s position or duties on the vessel changed.
Instructions for updating an e-NOA/D can be found in Updating an Existing e-NOA/D.

~e %‘% .
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BEFORE WORK BEGINS ‘

System performance depends on several factors, such as:
e Using the correct computer hardware and software

e Viewing the screens with a Web browser that is compatible with the eeNOA/D
application

e Using the correct Internet Service Provider (1SP) for the Internet connection.
These and other topics are discussed in this section.

Basic Hardware and Software Requirements
To prepare and submit an eeNOA/D, the following is required:
e A Persona Computer (PC) with an Internet connection
e A Web browser
e Ane-mail application with the capability to send and receive messages.

Required Web Browsers

The e-NOA/D application is optimized for use with the Microsoft Internet Explorer browser,
version 5.5 (or higher) but will work with the Netscape Navigator 7.0 browser, the Opera 6.05
browser, the Mozilla 1.4 browser, and Apple’s Safari 1.1 browser.

Computer and Web Browser Settings

Computer Settings—For the e-NOA/D application to run properly, the Web browser must be
configured as follows:

e Cookies must be enabled
e Javascript must be enabled

e Secure Socket Layer (SSL) v2.0 or higher (the e-NOA/D application is using SSL
128-bit encryption) must be accepted by the browser

e Language should be set to English (United States), or the e-NOA/D may not display
properly.

Firewall Settings—If an error message is received or if there is no response when attempting to
reach the Electronic Notice of Arrival/Departure (e-NOA/D) — Logon Web page, afirewall or
proxy server might be in place that does not support Hyper Text Transfer Protocol Secure
Sockets (https). The firewall or proxy server must allow SSL communication in order to access
the eNOA/D application, which is an https site. Please check with your network or System
Administrator (SA) for further details.
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Other | ssues

e IfabDigital Certificate has expired erorisreceived, aYear 2000 (Y2K) bug
exists. Some older browsers may display thisfalse alarm, and the best and most
sensible way to fix this problem is to upgrade the Web browser to the latest
version(s).

e For best results, computer display (screen) setting should be set to 800 x 600.

Internet Connections

| SPs are companies that provide individuals and businesses with access to the Internet. For a
monthly fee, the service provider gives its customer a software package, user name, password,
and access telephone number or Internet Protocol (IP) address. Equipped with either amodem or
direct communication line, the user is able to access the Internet and send and receive e-mail
messages. Aswith many Internet Web sites, connection speed via | SPs determines how fast the
site loads and operates. If a standard dial-up modem is being used (where a telephone number is
used), speeds may generally be slower, asthis relies on transmitting data over telephone lines at
various speeds. Broadband transmissions (as are often used by cable television providers) are
generally faster, as are Digital Subscriber Lines (DSLS).

Time-Out Length

If no activity has taken place on a session within the last 60 minutes, the session will time out.
Onceit has timed out, you will be required to log on again. Activity in this caseis defined as
any action posted back to the server, such as selecting an item from a drop-down list, reloading a
page, entering information in afield, and so forth.

If the session times out, you will be required to log on to the system again. Once logged on,
navigate to the Electronic Notice of Arrival/Departure (e-NOA/D) — List page, select the e-
NOA/D that was being worked on from the Saved eeNOA/D’s data grid, and completeit. The
only datathat will have been lost is the information in a section that had not been saved.

Security of an e-NOA/D Transaction

Thise-NOA/D application is a secure environment and has been designed to conform to all DHS
and USCG Commandant security instructions. Any transaction made with the NVMC is
protected and cannot be viewed by anyone else on the Web.

The e-NOA/D application has been configured to process requests for access by combining a
number of different types of protection mechanisms. These are:

e Authentication—thefirst line of defense. Authentication’s primary purposeisto
verify your user logon credentials.

e Authorization—the next step. To ensure you have permission to access the e-
NOA/D application, the system authorizes your logon credentials.
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e Access Control—the third step. Here, the e-NOA/D application determines you are a
valid user and have the correct level of permissions required to perform the action
you are attempting.

e Encryption—thefinal step. Encryption isthe most effective way to achieve data
Security.

The e-NOA/D application uses SSL encryption, which is a protocol for safely transmitting
private documents viathe Internet. SSL works by using a private key to encrypt datathat is
transferred over the SSL connection. Many Web browsers now support SSL, asit provides
assurances to you that the Web site is authentic and that confidential transactions with the site are
secured by SSL encryption.

| Onthe Electronic Notice of Arrival/Departure (e-NOA/D) — Logon page, the
0 VeriSign Secure Site Seal is found at the bottom, right-hand side of the page.
—.| Thissea provides evidence that the Web siteis authentic, secure, and all
transactions are secured by SSL encryption. If the Verify link is clicked on the
VeriSign Secure Site Seal, a VeriSign Secure Site page opens, verifying the e-NOA/D is,
indeed, going to the NVMC.

By implementing all of the steps listed above to provide a secure connection, you can be assured
that the datain the e NOA/D is being protected.

. ‘
e e =
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HELPFUL HINTS

Gather All the I nformation—Before beginning, make sure all of the information needed is at
hand. The e-NOA/D application is set up so that if no activity has been recorded on the sitein
the last 60 minutes, the session will time out and any unsaved datawill be lost. If it becomes
apparent that the e-NOA/D cannot be completed in one session, enter as much information as
possible, and then click the Save button (found at the bottom of the screen in each section). The
e-NOA/D will be added to the Saved NOA/Ds data grid from which it can be retrieved and
completed |ater.

Need Help?—If there are any questions regarding the eNOA/D, call the NVMC at the number
listed in the Contact Number s section.

Computer Problems—If there are computer or network problems, please contact your local
administrator. The e-NOA/D application is designed to work optimally with Internet Explorer
and the other browsers listed in the Required Web Browsers section. It was tested successfully
against Microsoft, Linux, and Apple operating systems. The NVMC is not equipped to handle
technical support calsfor local computer platform/configuration problems.

Provide Missing I nformation Promptly—If you, the submitter of an eNOA/D, receive an

I ncomplete Notice e-mail message from the NVMC, please provide the required information as
quickly as possible. Failureto forward the information could result in delay or denia of the
vessel’s entry into the navigable waters of the U.S. or to any port or place under the jurisdiction
of the U.S.

If the NOA and/or NOD was submitted viathe e-NOA/D application, the missing information
must be provided viathe application’s update capability (see Updating an Existing e-NOA/D).

If the NOA and/or NOD was submitted by telephone, fax, or e-mail, the missing information
must be provided via one of these modes of communication.

The information contained in the eeNOA/D isvita to homeland security. When it is not
provided, therisk isincreased to you and those crewmembers and passengers onboard the vessel.

Contact Numbers—If there are any questions, the NVMC provides assistance 24 hours per day,
7 days aweek, 365 days ayear. NVMC contact information is as follows:

e \Web Address: www.nvmc.uscq.qov

e E-mail Address. SANS@nvmc.uscg.gov

e Toll-free Telephone Number: 1-800-708-9823

e NVMC Loca Telephone Number: 304-264-2502
e Toll-free Fax Number: 1-800-547-8724

e NVMC Loca Fax Number: 304-264-2684.

- %‘% .
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COMPLETING EACH SECTION ON THE E-NOA/D ‘

A broad range of datais contained in the eeNOA/D, such as vessel name, vessdl flag, vessel
position at the time of report, vessel owner/operator, vessel crewmember information, vessel
cargo information, estimated time of arrival (ETA), and so forth. Because completing the e-
NOA/D correctly ensures no problems are encountered later on, the following sections provide
step-by-step instructions for using the eeNOA/D application and provide information on
performing such tasks as setting up a user account, using a previously submitted e-NOA/D asthe
basis for anew e-NOA/D, and completing the e-NOA/D.

The Preparing and Submitting an e-NOA/D section provides detailed instructions for completing
the eNOA/D. Aseach section is discussed, the following information is presented:

e Figuresillustrating how to complete the section and where to find the buttons and
links discussed in the instructions

e Instructions for entering datain each field of the section
e A link to the Federal regulation(s) that requires the information.
But remember, accuracy is paramount as the eeNOA/D is being completed.

~e e ==
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ACCESSING THE ELECTRONIC NOTICE OF ARRIVAL/DEPARTURE

(e-NOA/D) APPLICATION
The e-NOA/D application is found on the USCG NVMC Web site at www.nvmc.uscg.gov.

Once at this Web site, click the Submit NOA Online button in the menu bar on any page, as
shown in the following figure.

Address (@] hiep: fuww.rvme useg. pov

%0 [uns [ @snmatr 1S

WELCOME

Welcome to the MNational Vessel Movement Center QTVIC) Web Site.
NVMC Home ﬂ
USCG Home s The MVIMC began operations on 15 October 2001, As mandated by changes to the
~Department of Transportation, United States Coast Guard, 33 CFR Part 160, the NVIMC | iscues
[ORRD] SRR IO N <2 : - stablishied to track notice of arvival information from ships entering U5, ports.

USCG News 15 October 2004
. - B Cente
Downloads Submit NOA Online ioformetion added 1o
s per day, 7 days a week by phone, email, or fax DA
FAQ 2
. page
Subscribe
S10) 347-8724 or (304) 2642634 5 August 2004
@ [(Submit NOA Online | | Mg T
@, For Maritime Search and Rescus Emergencies, please oall the following numbers

%\ For the Great Lakes, Gulfand East Coasts:
Altlantic Area Command Center: (757) 398-6390
St/ For the Hawaiian, Alaskan and Pacific Coasis:
“ Pacific Area Command Center: (510) 437-3701

Figure1l National Vessel Movement Center Web Page

NOTE: If this Web page is bookmarked, be sure to periodically check the NVMC Web site for
updated e-NOA/D or Federal regulations information.

To access the Electronic Notice of Arrival/Departure (e-NOA/D) Web page, perform the
following steps:

1. Enter: www.nvmc.uscg.gov (the Web address of the NVMC) in the Addressfield of the
browser.

2. Pressthe ENTER key, or click the Go button [E=
The NVMC Web page appears.
3. Click the Submit NOA Onlinelink in the menu bar.
4. Click OK for the Security Alert dialog box, and then click Yes.
The Electronic Notice of Arrival/Departure (eeNOA/D) — Logon Web page appears.
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THE ELECTRONIC NOTICE OF ARRIVAL/DEPARTURE (e-NOA/D) WEB
PAGE

The Electronic Notice of Arrival/Departure (e-NOA/D) — Logon Web page is the entryway to the
e-NOA/D application and allows you to create your own user account, to log on, and to test the
VeriSign Secure Site Seal. If an eNOA/D isbeing prepared for the first time, follow the stepsin
the First Time Users section of thisuser guide. If auser account has been created previously, go
to the Preparing and Submitting an e-NOA/D section.
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FIRST-TIME USERS

Creating a New Account

A user account must be created for afirst-time user. Once the Create Account link on the
Electronic Notice of Arrival/Departure (e-NOA/D) — Logon Web page (as shown in the
following figure) is clicked, you, the user, are taken to the Create Account screen where the
information required to create the user account is gathered.

United States Coast Guard (USCG) &
Customs and Border Protection (CBP)
Electronic Notice of Arrival/Departure (e-NOA/D)

HWARNING!!

This system is for the use of authorized users only. Individuals using this comp system without authority, or in excess of
their authority, are subject to having all of their activities on this system monitored and recorded by system personnel. In the
course of monitoring individuals improperly using this system, or in the course of sysiem mainienance, the activities of
authorized users may also he monitored. Anyone using this system expressly consents io such monitoring and is advised
that if such itoring reveals possible evi of criminal activity, system personnel may provide the evidence of such
monitoring to law enforcement officials,

Use lfoSCG—fnmm.ﬂl?d NO;;\ methods does not relieve thy C m ate M E ﬂ'“.“.i
TR

e regulatory

pf arrival or notice of

M accurately comply with the regulations may
iliy for any damages resulting

requirements pertaining to iis vessel and to ensure subm
departure as specified in the aforementioned regulations 3
result in e)dilrtement acimlls uwlud.ulg civil penalties.

* Afer 60 minutes of inactivity your ion will ti
* If you do not already have a User Account please follow this linlk &
* Forgot your password? Emter your User Name below, then click here io resetii.

User Name: |
Password: |

For hest resulis this site should he used with Internet Explorer version 55 and up. However, this site has heen tested and
should work with the following weh browsers: Netscape Navigator 7.1, Mozzila 1.6, and Opera 7.11.

Ifyou have questions ahout the weh site or 33 CFR Part 160 please follow this link to the National Yessel Movemeni Center.

"\ verisign
Secured

VERIFY®

Figure 2 The Electronic Notice of Arrival/Departure (e-NOA/D) — L ogon Web Page With
Create Account Link

NOTE: The stepsin this section areinitial setup tasks and are completed only once.

1. To create auser account, click the Create Account link on the Electronic Notice of
Arriva/Departure (ee-NOA/D) — Logon Web page.

The Electronic Notice of Arrival/Departure (e-NOA/D) — Create Account page
appears.
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Completing the Create Account Screen

One unique feature of the eNOA/D application is that you, the user, maintain your own user

account. You can:

e Choose your user name

e Provide information specific to you

e Determine the password

e Provide amethod of validating your identity to the eNOA/D application in the event
the password is forgotten.

Once the information has been entered in the fields, the Submit button is clicked (asillustrated
in the following figure), the resulting e-mail message is opened and the activation link found in
that e-mail messageis clicked, the system creates the user account. The Electronic Notice of

Arriva/Departure (ee-NOA/D) — Logon Web page appears once again.

NOTE: All items marked with ared asterisk (*) in the Electronic Notice of Arrival/Departure
(e-NOA/D) — Create Account page are required fields and must be completed for the
record to be considered complete. The systemis case sensitive. When information is
asked for during logon or account management, the data entered must match the data
entered in the Create Account fields exactly.

2>, United States Coast Guard (USCG) &
Customs and Border Protection (CBP)
7%/ Electronic Notice of Arrival/Departure (e-NOA/D)

The user enters
his/her own

Provide the
answers to the

1 Create User Account

Choose a User Name (5- 16 characters)

[* Required Field
* 3 act
account ] *Choose a Password (216, inluting smaiber cr @HSo-a11
information. All *Confirm Password: [
fields are free text *Enter a Valid E-mail Address

fields. (Asaunt activation

Create Account

d:

e-mail message il be sent 1o this addvess)

ns
uthenticate your identity should you forget your password.

* Challenge Question 1 ceg., Wit is my mottur's maiten name ) s et I

challenge
questions. These|

Pt

P+ Answer 16, onin

are free text
fields.

Enter user
information.

These are free
text fields.

When all required fields have been completed, click
the Submit button to create the user account.

The user chooses
two challenge
guestions, which are
used for identity
validation purposes
in the event the
password is
forgotten. These are
free text fields.

Figure 3 TheElectronic Notice of Arrival/Departure (e-NOA/D) — Create Account Page
To create a user account, perform the following steps:

In the Create User Account section:

1. Enter a{User Name} in the Choose a User Nametext box. Thisfieldisrequired, and it

accepts free text data.

NOTE: A user name must contain a minimum of 5 to a maximum of 16 characters.
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2.

Enter a {Password} in the Choose a Password text box. Thisfieldisrequired, and it
accepts free text data.

NOTE: A password must contain a minimum of 8 to a maximum of 16 characters. None of the

characters can be a blank space. The password can contain letters, numbers, or one of
the following American Standard Code for Information Interchange ASCII characters.
@l #) $) %l Al &1*1/1 !l ?| Or +-

Enter the {User’s Password} again in the Confirm Password text box. Thisfieldis
required, and it accepts free text data.

Enter the {User’s E-mail Address} (where you wish to receive the receipt confirmation e-
mail message) in the Enter a Valid E-Mail Address text box.

In the Authentication Questions section:

1.

Enter the {First Challenge Question} inthe Challenge Question 1 text box. Thisfieldis
required, and it accepts free text data. (This and the next questions are used to validate users
in the case that their password is lost.)

NOTE: You supply both of the challenge questions.

2.

Enter an {Answer to the First Challenge Question} inthe Answer 1text box. Thisfieldis
required, and it accepts free text data.

Enter a {Second Challenge Question} inthe Challenge Question 2 text box. Thisfieldis
required, and it accepts free text data.

Enter an {Answer to the Second Challenge Question} inthe Answer 2 text box. Thisfield
isrequired, and it accepts free text data.

In the User Infor mation section:

1.

Enter the {User’s First Name} inthe First Nametext box. Thisfield isrequired, and it
accepts free text data.

Enter the {User’s Last Name} inthe Last Name text box. Thisfield isrequired, and it
accepts free text data.

Enter the {Name of the User’s Organization} in the Name of Organization text box. This
isafreetext field.

Enter the {User’s Telephone Number} inthe Telephone text box. Thisfield isrequired, and
it accepts free text data.

Enter the {User’s Fax Number} inthe Fax text box. Thisisafreetext fied.
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6. Click the Submit button to create the user account.

The following message appears:

You have successfully created your account. You will receive an
account activation e-nmmil nessage shortly. Please click the link in
the e-mail nessage to activate your account.

An e-mail message containing the account activation link is sent to the e-mail address
entered in the Create User Account section.

7. Click the Return to Login button to return to the Electronic Notice of Arrival/Departure (e-
NOA/D) — Logon Web page.

The Electronic Notice of Arrival/Departure (e-NOA/D) — Logon Web page appears.

8. Open your {E-mail Application}, open the e-NOA/D Account Activation e-mail message,
and then click on the Activation Link found in that message.

NOTE: Thise-mail message is sent automatically by the system. Do not send a reply.

The Electronic Notice of Arrival/Departure (e-NOA/D) — Logon Web page appears
with the following message:

Your e-NQA/ D account has been activated. You may now | ogon.

Y our new logon credentials are now ready to be used to log on to the e-NOA/D application.

Validating the User’s Identity

Along with providing you the capability to create and maintain your own account, the eeNOA/D
application provides help in the event a new password is needed.

Click the herelink (asillustrated in the following figure), and the e-NOA/D application presents
the challenge questions previously created on the Electronic Notice of Arrival/Departure (e-
NOA/D) — Create Account page. Once the correct answers are provided, the e-NOA/D
application produces a Change Passwor d screen, where the password can be changed.
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United States Coast Guard (USCG) &
.} Customs and Border Protection (CBP)

¢/ Electronic Notice of Arrival/Departure (e-NOA/D) Enter the User Name, and
then click the here link to

produce the user identity

validation questions (that

were set up in the Create
Account screen).

HWARNING!!

This system is for the use ofauthorized users only. Individuals using this computer system without authority, or if e
umnnﬂmmym subject to having all of their activities on this system 4 and
using this system, o in the
allﬂlnnznllusnsmaya]s 0 he monitored. Anyone using this sysiem expre: i
that if such monitoring reveals possible evidence of criminal activity, system pe rsnmlmylirmndel.lle ?
itoring to law officials.

Use of USCG-formatied NOA methods does not relieve the submitier of the responsibility to know the rogfilator A
i o its vessel and to ensure submission of a conplete and accuraie notice of: g

departure as specified in the aforementioned regulations. Failure 1o imely and accurately conply witl}
resull in enforcement actions, including civil penalties. The Coast Guard takes no responsihility for fny d] |
from the failure tv comply with the pertinent NOA and APIS regulations.

2 United States Coast Guard (USCG) &
.| Customs and Border Protection (CBP)
K/ Electronic Notice of Arrival/Departure (e-NOA/D)

*Afier 60 minutes of inactivity your session will fimeout and you will he forced io log hack in. // Authentication Questions

* Hyou do ot already have a User Accountplease follow this Link fo Create Accouni.
* Forgot your password? Enter your Usex Name helow, then click Tiere o

ser Name: |JohnQPublic

Password: ~ [eeseeeses

For hest resulis this site should be used with Internet Explorer version 5.5 and up. However, this site has heen tesied and
should work with the following web browsers: Neiscape Navigaior 7.1, Mozzila 1.6,and Opera 7.11.

v
Once the user's identity has been
validated and the Submit button is
clicked, the system preduces the

Change Password screen where a new

password is created.

I you have questions about the weh site or 33 CFR Part 160 please follow this link to ihe Natio;

N
Suard (USCG) &

T .

Q@ Praotection ((‘BT‘)

%N Flectronic Notice of Arrival/Departure (e-NOA/D
T epar

Change Password

o

Tior Morne: ke

Mo Pasemord

* Conlm Passwore

Figure4 Validating the User’s|dentity

To validate your user identity, perform the following steps on the Electronic Notice of
Arriva/Departure (ee-NOA/D) — Logon Web page:

1. Enter the {User Name Created in the Create Account Screen} inthe User Name text box.
2. Click the herelink.

The Authentication Questions screen appears with the challenge questions as read
only.
3. Enter the {Answer to the First Challenge Question} inthe Answer 1 text box. Thisfiddis
required, and it accepts free text data.

4. Enter the {Answer to the Second Challenge Question} inthe Answer 2 text box. Thisfield
isrequired, and it accepts free text data.

WARNING: TheAnswer fields are case sensitive. The answer must be entered exactly as
they were entered on the Create User Account section on the Electronic
Notice of Arrival/Departure (e-NOA/D) — Create Account page.

5. Click the Submit button.
The Change Password screen appears with the User Name as read only.
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6. Enter the {New Password} inthe New Password text box. Thisfieldisrequired, and it
accepts free text data.

7. Enter the {New Password} again in the Confirm New Password text box. Thisfieldis
required, and it accepts free text data.

8. Click the Submit button.

The following message appears. Password Change Successful . Cick _here to |ogin.
9. Click the herelink.
The Electronic Notice of Arrival/Departure (e-NOA/D) — Logon Web page appears.

V= =
- = =
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THE E-NOA/D LOGON AND MENU WEB PAGES ‘

The Electronic Notice of Arrival/Departure (eeNOA/D) — Logon Web page is the starting point
for preparing and submitting an e-NOA/D. The instructions for accessing this page are described
in the Accessing the eeNOA/D Application section.

NOTE: Your user account must have been created, as described in the Creating a New Account
section, to be able to follow these steps.

This section of the user guide provides instructions on logging on, reusing previously submitted
e-NOA/Ds, and creating and completing each section of anew e-NOA/D.

The information and instructions in this section are used every time an eeNOA/D is submitted.

The Electronic Notice of Arrival/Departure (e-NOA/D) — Logon Web Page

To logon to the e-NOA/D application, perform the following steps on the on the Electronic
Notice of Arrival/Departure (e-NOA/D) — Logon Web page (see Figure 5 to follow):

1. Enter the {User Name} inthe User Name text box.
2. Enter the {Password} in the Password text box.

NOTE: The Password field is case sensitive, so it must contain an exact match of the upper
and/or lower case of all letters as they were entered in the Create User Account section
on the on the Electronic Notice of Arrival/Departure (e-NOA/D) — Create Account

page.
3. Click the Logon button.

The Electronic Notice of Arrival/Departure (e-NOA/D) — List page appears.
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United States Coast Guard (USCG) &
.| Customs and Border Protection (CBP)
Electronic Notice of Arrival/Departure (e-NOA/D)

HWARNING!!

‘This system is for the use of authorized users only. Individuals using this compuier system without authority, or in excess of

their authority, ave subject to having all of their activities on this system monitored and recorded hy system personnel. In the

course of monttoring individuals improperly using this system, ox in the course of sysiem maintenance, the activities of

authorized users may also he monitored. Anyone using this system expressly consents fo such monitoring and is advised

that if such menitoring reveals possible evidence of criminal activity, system personnel may provide the evidence of such
itoring to law officials.

Use of USCG-formatied NOA methods does not relieve the submitter of the responsibility to know the regulatory
requirements perfaining to its vessel and tv ensure submission of a complete and accurate notice of arrival or notice of
departure as specified in the aforementioned regulations. Failure o timely and comply with the regulations may

result in enforcement actisns, inchuing civil penalties. The Coast Guard fakes wo responsibility for any damages resulting
Enter the from the failure to comply with the pertinent NOA and APIS regulations.
Iog on *After 60 minuies of inactivity your session will timeout and you willhe forced io log back in.
: *Ifyou do not already have 2 User Account please follow this link to Create Aceount.
credentials + Forgot your password? Enter your User Name below, then click. here to reset it,
here.

User Name: |JohnQPublic
Password: ssssssses

After

entering the
For best resulis this site should be used with Internet Explorer version 5.5 and up. However, this site has heen tested and

Iogon should work with the following weh hrowsers: Netscape Navigator 7.1, Mozzila 1.6, and Opera 7.11.
credentials,
click the

button. VED,

Hyou have questions about the weh site or 33 CFR Part 160 please follow this link to the National Vessel Movement Center.

Figure5 Logging On

The Electronic Notice of Arrival/Departure (e-NOA/D) — List Page

The Electronic Notice of Arrival/Departure (e-NOA/D) — List page offers many choices. It
provides the link used to open anew e-NOA/D, alink to the site where the user account is
managed, and two data grids. one that lists e-NOA/Ds that have been completed and submitted,
and another that contains e-NOA/Ds that have been saved but not submitted. The following
figureillustrates the Electronic Notice of Arrival/Departure (e-NOA/D) — List page, asit appears
thefirst timeit is entered. Once an eeNOA/D has been submitted, the look of the page will
change.
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United States Coast Guard (USCG) &
3"} Customs and Border Protection (CBP)
2% Electronic Notice of Arrival/Departure (e-NOA/D)

To open a
new, blank

ie 2 new Notice of Arrival Departure (NOA/D) clicKAdd NOA/T, ) 4
apriniable version of a previously entered NOAD, ¢ iew link beside the NOA/D youwould like to

* Tocreatea now NOAID e a sk that gou v previmcly emere, sl the Cpy Tk bosid T NOAID ol
like to copy, and a new NOA/D form will be populated with on from the previously extered
NOAD.

o Tologout,click the Logabution.

« To manage your account, change a password, update an e-mail add d un,cﬁc@,

reviously Submitted NOA /Ds
Data Grids

1
A

| To exit the e-NOA/D application, click this button. |

e-NOAJD, click
this link.

To manage
the user's
account, click
this link.

Figure6 First Visit tothe Electronic Notice of Arrival/Departure (e-NOA/D) — List Page
The instructions for using the Previously Submitted NOA/Ds and Saved NOA/Ds data grid can

be found in the Previously Submitted NOA/Ds and Saved NOADs Data Grid section.

Managing Your Account

By clicking the here link, the ee-NOA/D application allows you to manage your account
information, update or change the authentication questions, and/or update or change the

password. The herelink isillustrated in the following figure.

PARTA,
SE=S08

.| Customs and Border Protection (CBP)

United States Coast Guard (USCG) &

Electronic Notice of Arrival/Departure (e-NOA/D)

NOA/D.

o To create a new Notice of ArrivalDeparture (NOAD) click Add NOAD.

* Toviewaprintable version of a previously eniered NOAD, click the View link bes youwould like in link to change
view.
heside

# To create a new NOA/D for a ship that you have prwmusly entered, select the Cn]r
Like to copy, and a new NOA/D form will e populated with i from the p entered

+ To logout, click the Logoffhutton.
# To manage your account, change a password, update an e-mail address, and so on, clic. e Yol

1
Previously Submitted NDA/Ds

1
Saved NOASDs

Click the here

rNoaDyouwud | | YOUF account

information,
challenge
questions,

password.

andfor

Figure7 TheherelLink
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To manage your user account information, perform the following steps:
1. Click the herelink.

The Electronic Notice of Arrival/Departure (e-NOA/D) — Manage Account page
appears similar to the following figure.

°‘%§ng United States Coast Guard (USCG) &
P ; Customs and Border Protection (CBP)
23 %’ Electronic Notice of Arrival/Departure (e-NOA/D)

[Update Account Information )

Manage Account

“User Name: [Shelly

“Email Address: [ddavies@osc.uscg.mil
*First Mame: [Donnie
*Last Mame: [Davies
Organization
Complete the *Telephone: [304-855-1111
required Faz: [304-555-5555
information in
\OC | suthentication Questions
all three I Check here to update your challenge and response.
sections. * Question 1: [|Afvhat state was | bom? If changes are
B
on 2 [in Wt stete do | live? to be made to
*Angwer 2 either of these
rf two sections,
[Update Password > v select the
Checkhete to change yout password,
* Old Password: check box.
* New Password@ 1o, ichutvg smsber e @iposomrsys |
* Confirm New Password
T

‘When all changes have been made, click the Save button. ‘

Figure8 The Manage Account Screen
2. Makeall of the necessary changes.

NOTE 1: If the authentication questions or the password isto be changed, select the
appropriate check box to indicate a change is to be made.

NOTE 2: If therecord is not to be added, click the Back button.
3. Click the Save button.

The e-NOA/D application will audit the Electronic Notice of Arrival/Departure (e-
NOA/D) — Manage Account fields to ensure all required information has been
completed correctly. If any required information is missing or has been entered
incorrectly, an error message will appear at the top of the page and state exactly what
dataismissing. Once all required information is entered, the eeNOA/D returns to the
Electronic Notice of Arrival/Departure (e-NOA/D) — List page.

Creating a New e-NOA/D

To complete an e-NOA/D for the first time for avessdl, click the Add NOA/D link and a blank
Vessel Detail Entry screen will appear. Figure 9, The Add NOA/D Link shows the location of
the Add NOA/D link on the Electronic Notice of Arrival/Departure (ee-NOA/D) — List page. The
Preparing and Submitting an e-NOA/D section that follows provides step-by-step instructions for
completing and submitting the eNOA/D.
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Figure9 The Add NOA/D Link
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PREPARING AND SUBMITTING AN e-NOA/D

An e-NOA/D submission provides information required by both the USCG and the CBP and
must be completed correctly to comply with the appropriate Federal regulations.

The following sections of the user guide provide step-by-step directions explaining how to
complete each field in the eNOA/D and provide a description of what information is required.
After the description, each section will contain:

e Detailed instructions for entering datain the fields

o A figureillustrating what the section looks like

e Instructions on completing the fields

e A link to and/or atitle of the Federal regulation(s) that requires the information.

Throughout the e-NOA/D, unless otherwise instructed, assume al free text fields accept apha
characters, numeric characters, spaces, and dashes. The values for the drop-down list fields are
selected from the menus that are produced by clicking the down arrow =l

NOTE: All items marked with ared asterisk (*) in the eNOA/D arerequired fields and must be
completed for the record to be considered complete.
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Vessel Detail Entry Screen

The Vessel Detail Entry Screen section allows you, the submitter, to provide information about
the vessel and to confirm the operational state of its equipment.

NOTE: Thelist of equipment and the requirements for that equipment can be found in 33 CFR
164.35 and generally applies to vessels 1,600 gross tons or greater.

The Document of Compliance (DOC) Certificate, along with the Safety Management Certificate
(SMC), verifiestechnical compliance with the ISM Code. The ISM code is recognized
internationally as one of the highest standards for safety and for the protection of the
environment for shipping-related organizations. Owners are required to maintain a SMC both
ashore and onboard the vessel in order to ensure compliance with the ISM Code. This section of
the eNOA/D provides evidence that the owner, operator, or manager of the vessel hasavalid
DOC.

The fields contained in the Vessel Detail Entry Screen appear for both an arrival and a departure
submission, as shown in the following figure.

{ﬁ‘} United States Coast Guard (USCG) &
;u; Customs and Border Protection (CBP)
2 = ¢/ Electronic Notice of Arrival/Departure (e-NOA/D)

Vessel Detail Eniry Screen

P Veseel Chanterer: |

Free text *  Oper Condition of Equig: IW@- Click the .
fields. b Ifnot opsrational describe. | drop-down list
i s Comglinass button to
Certificate produce the
sgoey | *—1 ‘menu from
Enter the [ P (i) which to
date. An F——’Wmﬂnﬂﬂu (a/dliyyy) choose the
example of answer.

the date
format is Safety Menagement
10/31/2004. T A

Agency |

Issue Date: (u/ddiyyyy)
[~ Expiration Date (m/ddfyryyy)

@m
When all required fields have been
completed, click the Save button.

Figure 10 TheVessel Detail Entry Screen
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Federal Regulations:

The Federal regulations governing the Vessel Detail Entry Screen can be found at the following
locations:

10.

11.

e Linkto 33 CFR Part 160, [USCG-2002-11865], Table 160.206,
http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf

e Linkto 33 CFR Part 160, Addendum,
http://www.nvmc.uscg.gov/Forms/33cfr160Jul 012003 |SSC.pdf

e Linkto33CFR 164.35
http://www.access.gpo.gov/nara/cfr/waisidx 01/33cfr164 01.html

e SOLAS 1974, Chapter 1X, 1 July 1998

e Linkto8 CFR Parts217, 231, and 251; and 19 CFR Parts 4, 122, and 178,
http://a257.g.akamaitech.net/7/257/2422/01jan20051800/edocket.access.gpo.gov/200
5/05-6523.htm.

Enter the {Name of the Vessel} in the Ship Nametext box. Thisfield isrequired, and it
accepts free text data.

Enter the {Call Sign of the Vessel} inthe Call Sign text box. Thisfield isrequired, and it
accepts free text data.

Enter the {Identification Number (ID) of the Vessel} inthe ID Number text box. This
field isrequired, and it accepts free text data.

Click the down arrow on the ID Typefield, and then select the { Type of ID} from the drop-
down list. Thisisarequired field.

Enter the {Name of the Owner of the Vessel} inthe Owner text box. Thisfield isrequired,
and it accepts free text data.

Enter the {Name of the Operator of the Vessel} inthe Operator text box. Thisfieldis
required, and it accepts free text data.

Click the down arrow on the Flag field, and then select the {Vessel’s Flag} from the drop-
down list. Thisisarequired field.

Click the down arrow on the Class Society field, and then select the {Vessel’s Classification
Society } from the drop-down list. Thisisarequired field.

Enter the {Name of the Vessel’s Charterer} inthe Vessel Charterer text box. Thisfieldis
required, and it accepts free text data.

Click the down arrow on the Oper Condition of Equipment field, and then select the
{Operational Condition of the Equipment} from the drop-down list. Thisisarequired field.

If Not Operational is selected, then enter a {Description of the Equipment which is Not
Operational} in the If not operational, describetext box. Thisisafreetext field.
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To complete the Document of Compliance Certificate section, perform the following steps:

1. Click the down arrow on the Agency field, and then select the {Name of the Agency who
Issued the Document of Compliance Certificate} from the drop-down list.

2. Enter the {Date the Document of Compliance Certificate was Issued} in the lssue Date
text box. Thisfield accepts free text data, and the format for the date is {mmy/dd/yyyy} (for
example, 10/31/2004).

3. Enter the {Date the Document of Compliance Certificate will Expire} in the Expiration
Date text box. Thisfield accepts free text data, and the format for the dateis
{mmy/dd/yyyy} (for example, 10/31/2004).

To complete the Safety Management Certificate section, perform the following steps.

1. Click the down arrow on the Agency field, and then select the {Name of the Agency who
Issued the Safety Management Certificate} from the drop-down list.

2. Enter the {Date the Safety Management Certificate was Issued} in the | ssue Date text
box. Thisfield accepts freetext data, and the format for the date is {mmy/dd/yyyy} (for
example, 10/31/2004).

3. Enter the {Date the Safety Management Certificate will Expire} inthe Expiration Date
text box. Thisfield accepts free text data, and the format for the date is {mmy/dd/yyyy} (for
example, 10/31/2004).

NOTE: If therecord isnot to be added, click the Back button.
4. Click the Save button.

The e-NOA/D application will audit the Vessel Detail Entry Screen fields to ensure

all required information has been completed correctly. If any required information is

missing or has been entered incorrectly, an error message will appear at the top of the
page and state exactly what data ismissing. Once all required information is entered,

the Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page appears.

The Vessal Details button will be blue.

The Electronic Notice of Arrival/Departure (e-NOA/D) — Menu Page

The buttons on the Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page allow you to
move around in an e-NOA/D (either asit is being created, or asit is being updated and/or
viewed) without being required to view along page of fields. When the Electronic Notice of
Arrival/Departure (e-NOA/D) — Menu page appears for the first time, it is similar to the
following figure.
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Once the Vessel Detail Entry Screen section has been
completed and saved, the e-NOA/D application adds the
vessel's name to each page's name.
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Figure 11 TheElectronic Notice of Arrival/Departure (e-NOA/D) — Menu Page

A red button indicates that particular section of the eeNOA/D has required fields that are
incomplete. Therefore, the system will not allow the eNOA/D to be submitted until the required
fields are completed.

A blue button indicates that particular section of the e-NOA/D does not have any required fields
that are incomplete, and the system will alow it to be submitted. Some of the sections contain
required fields, but the button is blue (for instance, | SSC) because the information is not required
from al vessels.

If an eNOA/D cannot be completed in one session, the minimum amount of information that
must be entered before it can be saved consists of the fields found in the Vessel Detail page
(which isthe screen that appears when the Add NOA/D link is clicked). Once thisinformation
is entered and the Save button is clicked, anew e-NOA/D is created. On the Electronic Notice
of Arrival/Departure (e-NOA/D) — Menu page, click the Return to List button, and the screen
returns to the Electronic Notice of Arrival/Departure (e-NOA/D) — List page. The eNOA/D just

To print ahard copy of the eNOA/D, click the ENOAD Printable Version button. The
Printing an e-NOA/D section gives detailed instructions for performing this function.

To go to the next section, click the Reporting Party button.

Reporting Party Entry Screen

An e-NOA/D submission provides information about the vessel, the vessel’s personnel, and
about you, the person submitting the eNOA/D. Typically, the person responsible for submitting
the eNOA/D isthe owner, agent, master, operator, or person in charge of the vessel. This
section of the eeNOA/D provides information about you, the reporting party.
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Along with the reporting party information, this screen allows you to indicate a vessel’s location
or position at the time of reporting. Thisinformation can be provided in one of two ways:

e By entering text that describes the vessel’s location
e By selecting the vessel’s latitude and longitude from drop-down lists.

The fields contained in the Reporting Party Entry Screen appear for both an arrival and a
departure submission, as shown in the following figure.

,@} United States Coast Guard (USCG) &
;W; Customs and Border Protection (CBP)
%“'w %7 Electronic Notice of Arrival/Departure (e-NOA/D)

Reporting Party Entry Screen for Visual Sea
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- : Enter a
list buttons pChanac| o =FEI SED G| B EH[ B ST description of
to bring up [ +——

the menus EECTEED GEUTEND | the location in
' 1

this free text
field.

‘When all required fields have been completed,
click the Save button.

Figure12 Reporting Party Entry Screen
Federal Regulations:

The Federal regulation governing the Reporting Party Entry Screen can be found at the link to 33
CFR Part 160, [USCG-2002-11865], Table 160.206,
http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf.

To complete the Reporting Party Entry Screen, perform the following steps:

1. Enter the {Name of the Reporting Party} in the Name text box. Thisfield isrequired, and
it accepts free text data.

2. Enter the {Fax Number of the Reporting Party} in the Fax # text box. Thisisafreetext
fied.

3. Enter the {Name of the Reporting Party’s Organization} in the Organization/Company
text box. Thisisafreetext field.

4. Enter the {Telephone Number of the Reporting Party} inthe Telephone # text box. Thisis
afreetext field.

5. Enter the {E-mail Address of the Reporting Party} in the Email text box. Thisfieldis
required, and it accepts free text data.

NOTE: The e-mail address used by the eeNOA/D application is taken from the Email field in
this section. This field must contain a valid e-mail addressin order to receive a
confirmation that the e-NOA/D has been received.
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To complete the Vessel Location Description Screen, perform the following steps:

1. Either:

Enter a { Description of the Vessel’s Location} in the L ocation Description text
box. Thisisafreetext field. Port data, place and country data, or waterway and mile
marker can be entered.

2. Or:
e Click thedown arrows on the L atitude fields, and then select the {Latitude of the
Vessel} from the drop-down lists. See Table 1 for formatting explanations.
e Click the down arrows on the L ongitude fields, and then select the {Longitude of the
Vessel} from the drop-down lists. See Table 1 for formatting explanations.
Table1l Formatting of the Coordinates Fields
Coordinate Indicator | Compass Hour Minute Second
Direction
Latitude NorS L atitude Hour Latitude Minute L atitude Second
Longitude EorW Longitude Hour | Longitude Minute | Longitude
Second

NOTE: If therecord isnot to be added, click the Back button.
3. Click the Save button.

The e-NOA/D application will audit the Reporting Party Entry Screen fields to ensure
all required information has been completed correctly. If any required information is
missing or has been entered incorrectly, an error message will appear at the top of the
page and state exactly what data ismissing. Once all required information is entered,
the e-NOA/D returns to the Electronic Notice of Arrival/Departure (e-NOA/D) — Menu

page.
The Reporting Party button will be changed to blue similar to the following figure.
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Figure 13 TheElectronic Notice of Arrival/Departure (e-NOA/D) — Menu Page
Indicating the Reporting Party Section is Complete

4. Click the Arrival/Departure Port button.

Arrival/Departure Port Entry Screen

The Arrival/Departure Port Entry Screen allows you, the submitter of the e-NOA/D, to report on

the current voyage.

The system requires different voyage information for an NOA than it does for an NOD. This
screen alows you to tell the system what type of notice and what type of voyage for which the e-

NOA/D is being submitted. The selections made in these fields impact the majority of the

guestions that are presented in the rest of this screen.

Some of the fields contained in the Arrival/Departure Port Entry Screen appear for both an

arrival and a departure submission, some appear for an arrival submission only, and some appear

for adeparture submission only.
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Federal Regulations:

The Federal regulations governing the Arrival/Departure Port Entry Screen can be found in
the following locations:

e Linkto 33 CFR Part 160, [USCG-2002-11865], Table 160.206,
http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf

e Linkto 33 CFR Part 160, July 1, 2003 Addendum,
http://www.nvmc.uscg.gov/Forms/33cfr160Jul 012003 |SSC.pdf

e Section 19.1 of Part A of the ISPS Code, SOLAS Chapter XI-2, ISPS Code, Part A

e Linkto8 CFR Parts 217, 231, and 251; and 19 CFR Parts 4, 122, and 178,
http://a257.g.akamaitech.net/7/257/2422/01jan20051800/edocket.access.gpo.gov/200
5/05-6523.htm.

Arrival e-NOA/D Submission
If the eNOA/D isto report an arrival, the following fields and sections appear:

e Notice Type, Voyage Type, and Voyage Number fields
e Arrival Information
e Last Port of Call Information

e 24-Hour Point of Contact I nformation.
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The Arrival/Departure Port Entry Screen for an arrival submission appears similar to the

following figure.
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Figure 14 TheArrival/Departure Port Entry Screen
for an Arrival Submission

Notice Type and Voyage Type

The selections made in the Notice Type field and in the Voyage Type field are used by the
system to determine which sections are presented and which fields are required. These two
fields appear for both an arrival and a departure submission. Table 2 demonstrates how the

selection in the Notice Type field and the selection in the Voyage Type field work together.
Table 3 provides definitions of the types of voyages.

Table2 Appropriate Arrival and Departure Selections

Notice Type Voyage Type
If selected- Then must be selected-
Arrival Foreignto US
Arriva USto US
Departure USto US
Departure USto Foreign
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Table 3 Definitions of Voyage Types

Voyage Type Definition

Foreign to Foreign to US indicates the vessel is arriving from aforeign port toa U.S.
U port. The e-NOA/D application produces NOA fields.

UStoUS US to US indicates a coastwise voyage and that the vessel is traveling from
one U.S. port to another U.S. port. The e-NOA/D application treats this e-
NOA/D as either aNOA submission or aNOD submission, depending on
the selection made in the Notice Typefield.

USto US to Foreign indicates the vessel isleaving aU.S. port for aforeign
Foreign destination. Choosing this selection produces NOD fields.

To complete the Notice Detail and Voyage Type fields, perform the following steps:

1. Click the down arrow in the Notice Typefield, and then select the {Notice Type} from the
drop-down list. Thisisarequired field. (See the Warning message in the Updating an
Existing e-NOA/D section for further information regarding this field.)

NOTE: The systemwill present only an appropriate selection in the Voyage Typefieldin
response to the selection made in the Notice Type field. For example, if Arrival is
selected in the Notice Type field, then the Voyage Type field will contain only Foreign
toUSor USto US

2. Click the down arrow in the Voyage Type field, and then select the {Voyage Type} from the
drop-down list. Thisisarequired field.

3. Enter the {Number of the Voyage} inthe Voyage Number text box. Thisisafree text
field.

NOTE: Thisfield allows the company’s unique voyage number (if the vessel makes multiple
trips between portsin 1 day) to be entered. Up to 17 letters, numbers, zeros, spaces,
and dashes can be entered in thisfield.

Arrival Information

Vessels bound for U.S. ports are required to submit an NOA and/or NOD either 96 or 24 hours
before they enter port, depending upon normal transit time. The eeNOA/D must contain an
arrival manifest stating the ship’s destination and arrival time—the fields found in the Arrival

I nfor mation section.

NOTE: Thetime and date information in the Arrival Date and Arrival Timefieldsare
estimated. If, for some reason, thetime listed in the Arrival Time field should change 6
hours or more, or the date listed in the Arrival Date field should change after the e-
NOA/D is submitted and that eeNOA/D is still active, the NVMC must be notified and
provided a notice of change.

To complete the Arrival I nformation section, perform the following steps:

1. Enter the {Name of the City in which the Vessel will be Arriving} in the City text box.
Thisfield isrequired, and it accepts free text data.
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Click the down arrow on the State field, and then select the {Name of the State in which
the Vessel will be Arriving} from the drop-down list. Thisisarequired field.

Click the down arrow on the Arrival Port field, and then select the {Name of the Port in
which the Vessel will be Arriving} from the drop-down list. Thisisarequired field.

If no port was selected in the Arrival Port field, then enter the { Name of the Place in which
the Vessel will be Arriving} inthe Arrival Place text box. Thisfieldisrequired if no
Arrival Port is selected, and it accepts free text data.

. Enter the {Name of the Anchorage for the Vessel} inthe Anchoragetext box. Thisisa
freetext fidd.

. Enter the {Name of the Facility which will Receive the Vessel} in the Receiving Facility
text box. Thisfield isrequired, and it accepts free text data.

Enter the {Date of Arrival for the Vessel} inthe Arrival Datetext box. Thisfieldis
required, and it accepts free text data. The format for the dateis {mmy/dd/yyyy} (for
example, 10/31/2004).

Enter the {Time of Arrival for the Vessel} inthe Arrival Timetext box. Thisfieldis
required, and it accepts free text data. The format for the time is the 24-hour clock,
{hh:mm} (it must contain the colon) (for example, 17:00).

NOTE: Thearrival time listed must be local time.
9. Enter the {Date of Departure for the Vessel} in the Departure Date text box. Thisfieldis

required, and it accepts free text data. The format for the dateis {mm/dd/yyyy} (for
example, 10/31/2004).

10. Enter the {Time of Departure for the Vessel} in the Departure Timetext box. Thisfieldis

required, and it accepts free text data. The format for the time is the 24-hour clock,
{hh:mm} (it must contain the colon) (for example, 17:00).
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Last Port of Call Information
Y ou are required to identify the most recent stop the vessel made before this particular arrival.

To complete the Last Port of Call Information section, perform the following steps:

1. Click the down arrow on the Country field, and then select the {Name of the Country
which was the Vessel’s Last Port of Call} from the drop-down list. Thisisarequired field.

NOTE: The Statefield is deactivated until UNITED STATES s selected in the Country field.
The e-NOA/D application then activates the State field, and a drop-down list is
produced from which the correct state can be chosen.

2. Click the down arrow on the State field, and then select the {Name of the State which was
the Vessel’s Last Port of Call} from the drop-down list. Thisfieldisrequiredif UNITED
STATES s selected in the Country field.

3. Click the down arrow on the Port field, and then select the {Name of the Port which was
the Vessel’s Last Port of Call} from the drop-down list. Thisisarequired field.

4. 1f no port was selected in the Port field, then enter the {Name of the Place which was the
Vessel’s Last Port of Call} inthe Placetext box. Thisfieldisrequiredif no Port is selected,
and it accepts free text data.

5. Enter the {Date of Arrival at the Last Port of Call} inthe Arrival Datetext box. Thisfield
isrequired, and it accepts free text data. The format for the date is {mm/dd/yyyy} (for
example, 10/31/2004).

6. Enter the {Date of Departure from the Last Port of Call} in the Departure Date text box.
Thisfield isrequired, and it accepts free text data. The format for the date is {mmy/dd/yyyy}
(for example, 10/31/2004).

24-Hour Point of Contact Information

Y ou must provide the name and tel ephone number of a 24-hour Point of Contact (POC) for each
vessel. The name of a POC does not need to be provided for each port, nor is he/she required to
be located at the port listed in the eeNOA/D.

To complete the 24-Hour Point Of Contact | nfor mation section, perform the following steps:

1. Enter the {Name of a 24-Hour POC} in the POC Nametext box. Thisfield isrequired, and
it accepts free text data.

2. Enter the {Name of the POC’s Company} in the POC Company text box. Thisfield
accepts free text data.

3. Enter the {E-mail Address of the POC} inthe POC Email text box. Thisfield acceptsfree
text data.

4. Enter the {24 Hour Telephone Number for the POC} in the POC 24-Hr Phone text box.
Thisfield isrequired, and it accepts free text data.

5. Enter the {Fax Number of the POC} in the POC Fax text box. Thisfield accepts free text
data

NOTE: If therecord isnot to be added, click the Back button.
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6. Click the Save button.

The e-NOA/D application will audit the Arrival/Departure Port Entry Screen fields to
ensure all required information has been completed correctly. If any required
information is missing or has been entered incorrectly, an error message will appear
at the top of the page and state exactly what data is missing. Once all required
information is entered, the eNOA/D returns to the Electronic Notice of
Arrival/Departure (e-NOA/D) — Menu page with the Arrival/Departure Port button
changed to blue similar to the following figure.

United States Coast Guard (USCG) &
Customs and Border Protection (CBP)
Electronic Notice of Arrival/Departure (e-NOA/D)

Vessel: Visual Sea

Red buttons indicate that the minimum information recuirements have not been met. However, please check each section
thoroughly. Many submitters will need to complete more sections based on the regulatory requirements affecting the
patticular vesselfvoyage.

Vessel Details
Reporting Party
Arrival/Departure Port
Crew Manifest
Passenger Manifest
Cargo Manifest
Last Five Foreign Ports
IssC
ENOAD Printable Version

Return To List

Figure15 The Electronic Notice of Arrival/Departure (e-NOA/D) — Menu Page
Indicating the Arrival/Departure Port Section is Complete
A Departure e-NOA/D Submission
If the eNOA/D isto report a departure, the following fields and sections appear:
e Notice Type, Voyage Type, and Voyage Number fields
e Departurelnformation
e Next Port of Call Information
e 24-Hour Point of Contact | nformation.
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The Arrival/Departure Port Entry Screen for a departure submission appears similar to the
following figure.

g! United States Coast Guard (USCG) &
; Customs and Border Protection (CBP)
@ =5 Electronic Notice of Arrival/Departure (e-NOA/D)

Arrival Departure Port Entry Screen for Visual Sea

| >+ Notice Type: [Doparturs An example
>+ Yoyage Type: [Select. VoysgeNumbee[ of a free text
field.

Departure Information:

* City:
% St =
=P~ Departure Port -]

* Departure Flace:

Click the
drop-down list
button to bring

up the menu. —Dl “DepatureDate:]  cumadigyym | * Depasture Time l—(hhmnﬂz‘lh') Enter the
Next Port of Call hformation: -time. The
2\ format is the
Enter the date. [ i’ﬂ 24-hour
An example of —b ot = clock, and an
the date format 2. Elae example is
is 04/04/2004. ] amvanue] e 1) +— 17:00.
24-Hour Point of Comtact Information

#POC Hame: |

POC Company: POC Benail
* POC 24Hr Phone: POC Fax

TS G

‘ When all required fields have been completed,
click the Save button.

Figure 16 TheArrival/Departure Port Entry Screen
For a Departure Submission

Notice Type and Voyage Type

For instructions on completing the Notice Type and Voyage Type fields, see the Notice Type
and Voyage Type section.

Departure Information
Y ou must provide a departure manifest for the vessel asit entersa U.S. port.
NOTE: Thetime and date data in these fields is again estimated. If the departure time changes

6 hours or more fromthe time listed on the eeNOA/D, and it is still active, a notice of
change must be sent to the NVMC.

To complete the Departure I nformation section, perform the following steps:

1. Enter the {Name of the City from which the Vessel is Departing} in the City text box.
Thisfield isrequired, and it accepts free text data.

2. Click the down arrow on the State field, and then select the { Name of the State from which
the Vessel is Departing} from the drop-down list. Thisisarequired field.

3. Click the down arrow on the Departure Port field, and then select the { Name of the Port
from which the Vessel is Departing} from the drop-down list. Thisisarequired field.

4. If no port was selected in the Departure Port field, then enter the {Name of the Place from
which the Vessel is Departing} in the Departure Place text box. Thisfield isrequired if no
Departure Port is selected, and it accepts free text data.
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5. Enter the {Date of the Vessel’s Departure} in the Departure Datetext box. Thisfieldis
required, and it accepts free text data. The format for the dateis {mm/dd/yyyy} (for
example, 10/31/2004).

6. Enter the {Time of the Vessel’s Departure} inthe Departure Timetext box. Thisfieldis
required, and it accepts free text data. The format for the time is the 24-hour clock,
{hh:mm} (it must contain the colon) (for example, 17:00).

Next Port of Call Information

You are required to identify the vessel’s next port or place, the estimated date and time of arrival
at that port or place, and the country where the port or place islocated.

To complete the Next Port of Call Information section, perform the following steps:

1. Click the down arrow on the Country field, and then select the {Name of the Country
which is the Vessel’s Next Port of Call} from the drop-down list. Thisisarequired field.

NOTE: The Statefield is deactivated until UNITED STATES is selected in the Country field.
The e-NOA/D application then activates the State field, and a drop-down list is
produced from which the correct state can be chosen.

2. Click the down arrow on the State field, and then select the { Name of the State which is
the Vessel’s Next Port of Call} from the drop-down list. Thisfieldisrequiredif UNITED
STATESisselected in the Country field.

3. Click the down arrow on the Port field, and then select the {Name of the Port which is the
Vessel’s Next Port of Call} from the drop-down list. Thisisarequired field.

4. If no port was selected in the Port field, then enter the {Name of the Place which is the
Vessel’s Next Port of Call} inthe Place text box. Thisfieldisrequiredif no Port is
selected, and it accepts free text data.

5. Enter the {Date of Arrival at the Next Port of Call} inthe Arrival Date text box. Thisfield
isrequired, and it accepts free text data. The format for the dateis {mm/dd/yyyy} (for
example, 10/31/2004).

6. Enter the {Time of Arrival at the Next Port of Call} inthe Arrival Timetext box. This
field isrequired, and it accepts free text data. The format for the timeis the 24-hour clock,
{hh:mm} (it must contain the colon) (for example, 17:00).

24-Hour Point of Contact Information

For instructions on completing the 24-Hour Point of Contact I nformation section, see the 24-
Hour Point of Contact |nfor mation section.

Crew Manifest Screen

All persons who are onboard avessel and who are there to provide navigation, maintenance of its
machinery, systems, and arrangements essential for propulsion and safe navigation, or services
for other persons onboard the vessel must be listed in this section of the eeNOA/D.

The fields contained in the Crew Manifest Screen appear for both an arrival and a departure
submission.
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Federal Regulations:

The Federal regulations governing the Crew Manifest Screen can be found at the following

locations:

Link to 33 CFR Part 160, Table 160.206,
http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf

19 CFR 4.7(a)
Customs Form 1302

Link to 8 CFR Parts 217, 231, and 251; and 19 CFR Parts 4, 122, and 178,
http://a257.g.akamaitech.net/7/257/2422/01jan20051800/edocket.access.gpo.gov/200
5/05-6523.htm.

Adding crewmember datato the ee-NOA/D is a multiple-step process consisting of :

Telling the eeNOA/D application that a crewmember record is to be added (see Figure
17, The Crew Manifest Screen Data Grid)

Completing the Crew Detail Entry Screen by filling thefieldsin all four sections—
Crew Details Information, I dentification Information, Embark Information, and
Debark Information (see Figure 18, The Crew Detail Entry Screen

Inserting the record into the eNOA/D (see Figure 18. The Crew Detail Entry Screen

Editing, viewing, and/or deleting the Crew Details record (optional) (see Figure 19,
Crew Manifest Screen Data Grid with Edit, View, and Delete Links.

1. Toopenthe Crew Manifest Screen data grid, click the Crew Manifest button on the
Electronic Notice of Arrival/Departure (e-NOA/D) Menu page.

The Crew Manifest Screen data grid appears similar to the following figure.

A United States Coast Guard (USCG) &
: Customs and Border Protection (CBP)
Electronic Notice of Arrival/Departure (e-NOA/D)

Crew Manifest Screen for Visual Sea

(T et | ot e D ormirts
1

\

To add a new crewmember's record, click the Add New
button to open the Crew Detail Entry screen.

Figure 17 The Crew Manifest Screen Data Grid
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2. Click the Add New button.

The Crew Detail Entry Screen appears, containing crewmember-related questions,
similar to the following figure.

United States Coast Guard (USCG) &
_| Customs and Border Protection (CBP)
*%/  Electronic Notice of Arrival/Departure (e-NOA/D)

Crew Detail Entry Screen for Visual Sea

R Crew Details Information
Enter data in all

free text fields. [T * Lasttome | * Fisst Name
Iiddle Name:
Enter the date in o I’jh
all date fields. * Couiry of Residence U
(An example of a 0B | Guddim
date formatted
correctly is

10/31/2004.) Identification Info

1D Number |
* 1D Type: | {=l

Make a |

selection. o iy o Click the
EpgationDate| | coddiyyym drop-down
Embark Information list button
) to bring up
* Enbak Counry: =1 the menu.
Eabak State [=f
# Embark Fort: -

* EabarkPlace:|

+ Embark Date: [T —

Debark Information

Ia)
Debark Coustey: | =
Debark State: 1=
DebarkPort:| >
Debark Place

Debark Date: (/s
GECTEED IS

When all required fields have been
completed, click the Save button.

Figure 18 The Crew Detail Entry Screen
To complete the Crew Details Infor mation section, perform the following steps:

1. Enter the {Last Name of the Crewmember} in the Last Nametext box. Thisfieldis
required, and it accepts free text data. The following rules apply to all the namefieldsin the
e-NOA/D:

e Hyphens (-) and spaces are allowed between multiple last names.

e Do not enter an apostrophein the Last Name, First Name, or Middle Name text
boxes for a crewmember who has an apostrophe in his’her name (for example,
O’Connor should be OConnor).

e Titles(for example, Sr., Jr., or 11) are considered unnecessary and should not be used.

e Specia characters, such asaperiod (.), anumber sign (#), or an ampersand (&), are
considered system errors and using them could affect the delivery of the eNOA/D to
the NVMC.
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e Placing only aninitial in the First Name text box will affect the system performance.
If any crewmember’s record is submitted in which only aninitial islisted as the first
name, be prepared to provide proof that the nameislegally only aninitial.

e For any crewmember who legally has only one name, that name should be placed in
the L ast Name text box with FNU placed in the First Name text box.

e Only Western English letters are allowed in al of the name text boxes. Any other
characters could affect the delivery of the e-NOA/D to the NVMC.

2. Enter the {First Name of the Crewmember} inthe First Nametext box. Thisfiddis
required, and it accepts free text data. The entry is based on the applicable rules above.

NOTE: If thefirst nameis not known, enter: FNU

3. Enter the {Middle Name of the Crewmember} in the Middle Name text box, if known.
Thisfield accepts free text data.

4. Click the down arrow on the Position field, and then select the { Crewmember’s Position on
the Vessel} from the drop-down list. Thisisarequired field.

NOTE: When information changesin an eeNOA/D that has previously been submitted and is
still active, a notice of change must be submitted to the NVMC—except in certain cases.
Updates do not need to be submitted if there has been a change to any crewmember ’s
position or duties on the vessel.

5. Click the down arrow on the Nationality field, and then select the { Name of the Nationality
for the Crewmember} from the drop-down list. Thisisarequired field.

NOTE: One cannot assume that the country listed in the | ssue Country field—the country that
issued the travel document—in the I dentification Section isthe same as the
crewmember ’s nationality.

6. Click the down arrow on the Country of Residence, and then select the { Name of the
Country of Residence for the Crewmember} from the drop-down list. Thisisarequired
field and is based on the applicable rules below.

e For departure submissions, the country of residence is not required.
e The country of residence is where a crewmember lives the mgjority of the year.

7. Enter the {Date of Birth for the Crewmember} in the DOB text box. Thisfieldisrequired,
and it accepts free text data. The format for the dateis {mmy/dd/yyyy} (for example,
10/31/2004). Theentry is based on the applicable rules below.

e Thedate of birth indicated in the official travel document should be used when
collecting and sending a crewmember’s date of birth.

e |If acrewmember only has or only knows his/her year of birth but not the exact month
and/or day, use January 1 in those cases. For example, select the year they were born,
{YYYY}, and then enter: 01 for the month and 01 for the day.

¢ Fictitious dates of birth (such as 999999 or 000000) are considered system errors and
will affect the system performance.

8. Select the {Crewmember’s Gender} inthe Gender field. Thisisarequired field.
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To complete the | dentification I nformation section, perform the following steps:

1. Enter the {ID Number of the Crewmember} inthe |D Number text box. Thisfieldis
required, and it accepts free text data and up to 12 aphanumeric characters. Theentry is
based on the applicable rules below.

U.S. and Canadian citizens exiting to or returning from another country within the
Western Hemisphere do not require an ID number. However, it is strongly
encouraged to include a passport number, if available.

All persons entering the U.S. from Cubarequire an ID number.
Only Western English letters and numbers are allowed in the ID Number field.

If atravel document’s number contains hyphens (-), slashes (/), and/or spaces,
disregard them. Do not include them in the document number.

Information, such as adriver’s license number, or entries, such as Passport or Birth
Certificate, should not be included in the ID Number field.

U.S. and Canadian citizens entering or departing the U.S. from/to another Western
Hemisphere country are not required by the CBP to provide an ID number, although
it is encouraged to provide a passport number, if available. However, it isrequired of
all persons entering the U.S. from or departing to Cubato provide an ID number and
ID type.

2. Click the down arrow on the ID Type field, and then select the { Type of ID Presented by
the Crewmember} from the drop-down list. Thisisarequired field. The entry is based on
the applicable rules below.

The order of preference for travel documents listed inthe ID Typefield isasfollows:
a. Passport (U.S. or Non-U.S. Document)

b. U.S. Alien Registration Card/U.S. Permanent Resident Card (U.S. Document)

c. U.S. Mariner Document (U.S. Document)

d. Foreign Mariner Document (Non-U.S. or Canadian Document).

If aperson has both an ID type of A and B from the list above, ID type A must be
sent.

U.S. and Canadian citizens exiting to or returning from another country within the
Western Hemisphere do not requirean I D Type. However, it is strongly encouraged
to include a passport number, if available.

All persons entering the U.S. from or departing to Cubarequirethe ID Typefield be
compl eted.

Missing or invalid travel document types may be considered a system error and may
affect the delivery of the eNOA/D to the NVMC.
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3. Click the down arrow on the I ssue Country field, and then select the {Name of the Country
that Issued the Crewmember’s ID} from the drop-down list. The entry is based on the
applicable rules below.

e |D Type—U.S. Alien Registration Card/U.S. Permanent Resident Card and U.S.
Mariner Document are always United States.

e |ssue Country—namefor U.S. Territories (for example, Puerto Rico (PR) and U.S.
Virgin Islands (V1) isaways United States.

4. Enter the {Date the ID Document Will Expire} in the Expiration Date text box. The format
for the dateis {mmy/dd/yyyy} (for example, 10/31/2004). The entry is based on the
applicable rules below.

e Theexpiration date for the identification document is required for both arrival and
departure notices.

e Theexpiration dateisonly required for travelers who are using their passport as their
official travel document.

To complete the Embark Information section, perform the following steps:

NOTE: The Embark Information section provides information on the foreign port or place
wher e the crewmember ’s transportation to the U.S. began.

1. Click the down arrow on the Embark Country field, and then select the {Name of the
Country where the Crewmember Embarked} from the drop-down list. Thisisarequired
fied.

NOTE: The Embark Statefield is deactivated until UNITED STATES is selected in the
Embark Country field. The e-NOA/D application then activates the Embark State
field, and a drop-down list is produced from which the correct state can be chosen.

2. Click the down arrow on the Embark State field, and then select the {Name of the State
where the Crewmember Embarked} from the drop-down list.

3. Click the down arrow on the Embark Port field, and then select the {Name of the Port
where the Crewmember Embarked} from the drop-down list. Thisisarequired field.

4. If no port was selected in the Embark Port field, then enter the {Name of the Place where
the Crewmember Embarked} inthe Embark Placetext box. Thisfieldisrequiredif no
Embark Port is selected, and it accepts free text data.

5. Enter the {Date the Crewmember Embarked} inthe Embark Datetext box. Thisisa
required field. The format for the date is {mmy/dd/yyyy} (for example, 10/31/2004).

To complete the Debark Infor mation section, perform the following steps:

NOTE: The Debark Information section provides information on the final foreign port or place
of destination for in-transit crewmembers.

1. Click the down arrow on the Debark Country field, and then select the {Name of the
Country where the Crewmember will Debark} from the drop-down list.
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NOTE: The Debark Statefield is deactivated until UNITED STATES is selected in the Debark
Country field. The eNOA/D application then activates the Debark State field, and a
drop-down list is produced from which the correct state can be chosen.

2. Click the down arrow on the Debark State field, and then select the {Name of the State
where the Crewmember will Debark} from the drop-down list.

3. Click the down arrow on the Debark Port field, and then select the {Name of the Port
where the Crewmember will Debark} from the drop-down list.

4. If no port was selected in the Debark Port field, then enter the {Name of the Place where
the Crewmember will Debark} inthe Debark Place text box. Thisfield accepts free text
data

5. Enter the {Date the Crewmember will Debark} in the Debark Date text box. The format
for the dateis {mm/dd/yyyy} (for example, 10/31/2004).

NOTE: If therecord isnot to be added, click the Back button.
6. Click the Save button.

The e-NOA/D application will audit the Crew Detail Entry Screen fields to ensure all
required information has been completed correctly. If any required information is
missing or has been entered incorrectly, an error message will appear at the top of the
page and state exactly what data ismissing. Once all required information is entered,
the Crew Manifest Screen data grid appears, displaying the record similar to the
following figure.

s

°ﬂ’é\?fg United States Coast Guard (USCG) &

i@; Customs and Border Protection (CBP)
X &/ Flectronic Notice of Arrival/Departure (e-NOA/D)

G

Crew Manifest Screen for Visual Sea
L e e e Tostome |t a1t Psitin
Edit View Delete J Davies Leslie David 05/31/1945 Captain.

| 1

| —

Use these links

to edit this To continue adding| | To return to the
record, view crewmember's Menu Page

this rec’ord or records, click the without adding a

delete thi,s Add New record, click the
button. Back button.

record.

Figure19 Crew Manifest Screen Data Grid with Edit, View, and Delete Links

7. Click the Back button to return to the Electronic Notice of Arrival/Departure (eeNOA/D) —
Menu.

Adding Additional Records

To continue adding crewmembers records, repeat from Step 2 of the Crew Manifest Screen
section to Step 6 of the Debark Information section. Continue adding Crew Details Entry
Screen records until all of the crewmembers’ records have been added.
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Editing a Previously Entered Record

1. If changes need to be made to arecord, click the Edit link, asillustrated in Figure 19, Crew
Manifest Screen Data Grid with Edit, View, and Delete Links.

The record can be edited.
2. Makeall of the necessary changes, and then click the Save button.
The e-NOA/D returns to the Crew Manifest Screen.

Viewing a Previously Entered Record

1. Toview arecord only, click the View link, asillustrated in Figure 19, Crew Manifest Screen
Data Grid with Edit, View, and Delete Links..

The Crew Detail View Screen appears asread only.

2. Oncefinished viewing, click the Back button.
The e-NOA/D returns to the Crew Manifest Screen.

Deleting a Crew Details Record

1. If aCrew Detailsrecord isno longer valid and needs to be deleted, click the Delete link, as
illustrated in Figure 19, Crew Manifest Screen Data Grid with Edit, View, and Delete Links.

The Microsoft Internet Explorer dialog box appears, asking for confirmation to delete
the record.

2. Click OK.

The e-NOA/D returns to the Crew Manifest Screen and the Crew Detail record is
removed from the data grid.

3. Click the Back button to return to the Electronic Notice of Arrival/Departure (e-NOA/D) —
Menu page.

Passenger Manifest

Any person onboard a vessel, including passengers, who is not listed as a member of the crew,
must be listed in this section of the eNOA/D. The fields contained in the Passenger Manifest
Screen appear for both an arrival and a departure submission.

Federal Regulations:

The Federal regulations governing the Passenger Manifest Screen can be found at the following
locations:

e Linkto 33 CFR Part 160, Table 160.206,
http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf

e 19CFR4.7(a)
e Customs Form 1302
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e Linkto8 CFR Parts 217, 231, and 251; and 19 CFR Parts 4, 122, and 178,
http://a257.g.akamaitech.net/7/257/2422/01jan20051800/edocket.access.gpo.gov/200
5/05-6523.htm.

Adding passenger datato the e-NOA/D is a multiple-step process consisting of:

e Telling the eNOA/D application that a passenger’s record is to be added (see Figure
20, The Passenger Manifest Screen Data Grid)

o Completing the Passenger Detail Entry Screen by filling thefieldsin all five
sections—Non-Crew/Passenger Details I nformation, Identification Infor mation,
U.S. AddressInformation, Embark Information, and Debark Information (see
Figure 21, The Passenger Detail Entry Screen)

e Saving the record (see Figure 21, The Passenger Detail Entry Screen)

e Editing, viewing, and/or deleting the Passenger Detail record (optional) (see Figure
22, The Passenger Manifest Screen with Edit, View, and Delete Links

1. To open the Passenger Manifest Screen data grid, click the Passenger Manifest button on
the Electronic Notice of Arrival/Departure (ee-NOA/D) — Menu page.

The Passenger Manifest Screen data grid appears, similar to the following figure.

United States Coast Guard (USCG) &
Customs and Border Protection (CBP)
Flectronic Notice of Arrival/Departure (e-NOA/D)

Passenger Manifest Screen for Visual Sea

III nlﬁddle Nme Date nfBilﬂl
1

Add New Back

-

To add a new passenger record, click the Add New
button to open the Passenger Detail Entry Screen.

Figure20 The Passenger Manifest Screen Data Grid
2. Click the Add New button.

The Passenger Detail Entry Screen appear s containing non-crewmember and
passenger-related questions similar to the following figure.
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SRy g , .
2> United States Coast Guard (USCG) &
3| Customs and Border Protection (CBP)
3 ; § ;
%/ Electronic Notice of Arrival/Departure (e-NOA/D)
Passenger Detail Entry Screen for Visual Sea
Enter data in a" Non-Crew/Passenger Details Information
free text fields. e N
Enter the date in
all date fields. &
* Countey of Residence:| @'
(An example of a R .
date formatted
correctly is
10/31/2004.) Tdentification Information
i * ID Number:|
Make a selection. 1D Type 1=
Issue Country: U R
TR Click the
drop-down
U.S. Address Information list button
Street:| to bring up
city| - the menu.
State:] Llu‘__/
Zip Code:|
Embark Information
£
+ Embark Countey: -
Enmbark State: ljl‘_/
*+ Embark Part: \éy
* Embark Place:
* Embark Date: (et ddfyyyy)
Debark Information
Debark Covntey: | { j\
Debark State:| ljlﬂ—/
Debark Port | \;V
Debark Place:
Debatk Date: (iddiyyys) /

~_

When all required fields have been completed,
click the Save button.

Figure21 The Passenger Detail Entry Screen
In the Non-Crew & Passenger Details I nformation section, perform the following steps:

1. Enter the {Last Name of the Passenger} inthe Last Nametext box. Thisfieldisrequired,
and it accepts free text data. The following rules apply to all the name fieldsin the e-
NOA/D:

e Hyphens (-) and spaces are allowed between multiple last names.

e Do not enter an apostrophe in the L ast Name, First Name, or Middle Name text
boxes for non-crewmember or passengers who have an apostrophe in their name (for
example, O’Connor should be OConnor).

e Titles(for example, Sr., Jr., or 11) are considered unnecessary and should not be used.

e Specia characters, such asaperiod (.), anumber sign (#), or an ampersand (&), are
considered system errors and using them could affect the delivery of the eeNOA/D to
the NVMC.
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Placing only an initial in the First Name field will affect the system performance. |If
any non-crewmembers’ or passengers’ record is submitted in which only an initial is
listed as the first name, prepare to provide proof that the nameislegally only an
initial.

For any non-crewmember or passenger who legally has only one name, that name
should be placed in the L ast Name field with FNU placed in the First Name field.

Only Western English letters are allowed in al of the namefields. Any other
characters could affect the performance of the system.

2. Enter the {First Name of the Passenger} inthe First Nametext box. Thisfieldisrequired,
and it accepts free text data.

NOTE: If thefirst nameis not known, enter: FNU.

3. Enter the {Middle Name of the Passenger} inthe Middle Name text box, if known. This
field accepts free text data.

4. Enter the {Record Locator Number for the Passenger} in the Record L ocator # text box.
Thisfield accepts free text data.

5. Click the down arrow on the Nationality field, and then select the { Name of the Nationality
of the Passenger} from the drop-down list. Thisisarequired field.

NOTE: Do not assume that the country listed in the | ssue Country field—the country that

issued the travel document—in the | dentification | nformation section is the same asthe
non-crewmember or passenger s nationality.

6. Click the down arrow on the Country of Residence field, and then select the {Name of the
Passenger’s Country of Residence} from the drop-down list. Thisisarequired field.

NOTE: The country of residence is where a non-crewmember or passenger lives the majority of

the year.

7. Enter the {Date of Birth for the Passenger} inthe DOB text box. Thisfieldisrequired, and
it accepts free text data. The format for the date is {mm/dd/yyyy} (for example,
10/31/2004). Theentry is based on the applicable rules below.

The date of birth indicated in the official travel document should be used when
collecting and sending a non-crewmember’s or passenger’s date of birth.

If a non-crewmember or passenger only has or knows his/her year of birth but not the
exact month and/or day, use January 1 in those cases. For example, select the year
they were born, {YYYY}, then enter: 01 for the month and 01 for the day.

Fictitious dates of birth (such as 999999 or 000000) are considered system errors and
will affect the system performance.

8. Select the {Passenger’s Gender} inthe Gender field. Thisisarequired field.
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To complete the | dentification I nformation section, perform the following steps:

1. Enter the {ID Number for the Passenger} inthe D Number text box. Thisfieldis
required and accepts up to 12 alphanumeric characters of free text data. The entry is based
on the applicable rules below.

e U.S. and Canadian citizens exiting to or returning from another country within the
Western Hemisphere do not require an ID number. However, it is strongly
encouraged to include a passport number, if available.

e All persons entering the U.S. from Cuba or departing the U.S. for Cubarequire an ID
number.

e Only Western English letters and numbers are allowed in the ID Number field.

e |f atravel document’s number contains hyphens (-), slashes (/), and/or spaces,
disregard them. Do not include them in the document number.

e Information, such as adriver’s license number, or entries such as Passport or Birth
Certificate, should not be included in the ID Number field.

¢ U.S. and Canadian citizens entering or departing the U.S. from/to another Western
Hemisphere country (other than Cuba) are not required by the CBP to provide an ID
number, although it is encouraged to provide a passport number, if available.

2. Click the down arrow on the I D Typefield, and then select the { Type of ID Presented by
the Passenger} from the drop-down list. Thefield isrequired and the entry is based on the
applicable rules below.

e Theorder of preference for travel documentslisted intheID Typefield isasfollows:
a. Passport (U.S. or Non-U.S. Document)
b. U.S. Alien Registration Card/U.S. Permanent Resident Card (U.S. Document)
c. U.S. Mariner Document (U.S. Document)
d. Foreign Mariner Document (Non-U.S. or Canadian Document).

e |If anon-crewmember or passenger has both ID type A and B from the list above, ID
type A must be sent.

e Missing or invalid travel document types may be considered a system error and may
affect the delivery of the eNOA/D to the NVMC.

3. Click the down arrow on the I ssue Country field, and then select the {Name of the Country
Issuing the Passenger’s ID} from the drop-down list. The entry is based on the applicable
rules below.

e |D Type—U.S. Alien Registration Card, U.S. Permanent Resident Card, and U.S.
Mariner Document are always United States.

e |ssue Country—Namefor U.S. Territories (for example, Puerto Rico [PR] and U.S.
Virgin Islands [V1] isadways United States.
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4. Enter the {Date the Passenger’s ID Expires} inthe Expiration Date text box. The format
for the dateis {mm/dd/yyyy} (for example, 10/31/2004). Theentry is based on the
applicable rules below.

e Theexpiration date for the identification document is required for both arrival and
departure notices.

e TheExpiration Datefield isonly required for travelers who are using their Passport
astheir official travel document.

To complete the US Address I nformation section (for an arrival submission only), perform the
following steps:

NOTE: Thefieldsin this section are completed for arrival submissionsonly. Thisinformation
isnot required for departures. If the U.S addressis not submitted with an arrival e-
NOA/D, the carrier may be penalized for submitting an incomplete manifest.

1. Enter the {Name of the Street in the U.S.} inthe Street text box. Thisfield accepts free
text data.

NOTE: Numbers, abbreviations (such as Dr. or Rd.), and special characters[such as dashes or
hyphens (-), number signs (#), and periods (.)] are allowed.

2. Enter the {Name of the City in the U.S.} inthe City text box. Thisfield accepts free text
data.

3. Click the down arrow on the State field, and then select { Name of the State in the U.S. }
from the drop-down list.

4. Enter the {Zip Code in the U.S.} inthe Zip Codetext box. Thisfield accepts up to nine
numeric characters with no dash.

To complete the Embark Information section, perform the following steps:

NOTE: The Embark Information section provides information on the foreign port or place
where the non-crewmember ’s and/or passenger 's transportation to the U.S. began.

1. Click the down arrow on the Embark Country field, and then select the {Name of the
Country where the Passenger Embarked} from the drop-down list. Thisisarequired field.

NOTE: The Embark Statefield is deactivated until UNITED STATES is selected in the
Embark Country field. The e-NOA/D application then activates the Embark State
field, and a drop-down list is provided from which the correct state can be chosen.

2. Click the down arrow on the Embark State field, and then select the { Name of the State
where the Passenger Embarked} from the drop-down list.

3. Click the down arrow on the Embark Port field, and then select the { Name of the Port
where the Passenger Embarked} from the drop-down list. Thisisarequired field.

4. 1f no port was selected in the Embark Port field, then enter the {Name of the Place where
the Passenger Embarked} in the Embark Place text box. Thisfield isrequired if no
Embark Port is selected, and it accepts free text data.

5. Enter the {Date the Passenger Embarked} inthe Embark Datetext box. Thisisarequired
field. Theformat for the dateis {mm/dd/yyyy} (for example, 10/31/2004).
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To complete the Debark Infor mation section, perform the following steps:

NOTE: The Debark Information section provides information on the final foreign port or place
of destination of in-transit non-crewmembers and/or passengers.

1. Click the down arrow on the Debark Country field, and then select the {Name of the
Country where the Passenger will Debark} from the drop-down list.

NOTE: The Debark State field is deactivated until UNITED STATES is selected in the Debark
Country field. The eNOA/D application then activates the Debark State field, and a
drop-down list is provided from which the correct state can be chosen.

2. Click the down arrow on the Debark State field, and then select the {Name of the State
where the Passenger will Debark} from the drop-down list.

3. Click the down arrow on the Debark Port field, and then select the {Name of the Port
where the Passenger will Debark} from the drop-down list.

4. 1If no port was selected in the Debark Port field, then enter the { Name of the Place where
the Passenger will Debark} inthe Debark Place text box. Thisfield accepts freetext data

5. Enter the {Date the Passenger will Debark} inthe Debark Date text box. The format for
the dateis {mmy/dd/yyyy} (for example, 10/31/2004).

6. Click the Save button.

The e-NOA/D application will audit the Passenger Detail Entry Screen fieldsto
ensure all required information has been completed correctly. If any required
information is missing or has been entered incorrectly, an error message will appear
at the top of the page and state exactly which data is missing. Once all required
information is entered, the Passenger Manifest Screen data grid appears, displaying
the record in the data grid, similar to the following figure.
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SRSl

2, United States Coast Guard (USCG) &

#).) Customs and Border Protection (CBF)
2 Electronic Notice of Arrival/Departure (e-NOA/D)

o

& S
LAND <6<

Passenger Manifest Screen for Visual Sea

Edit

View Delete Erutsinger Riwets Chase 41871994 12:00:00 AN
1 i

/ Add New Back

Use these
links to edit
this record, T _ . When all passengers' records
view this o continue adfilng have been added or
record, or pasc.isen%e:‘sth modified, return to the Menu
delete this ;:gngS’ click the Page by clicking the Back
record. ew button. button.

Figure 22 Passenger Manifest Screen with Edit, View, and Delete Links
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7. Click the Back button to return to the Electronic Notice of Arrival/Departure (e-NOA/D) —
Menu.

Adding Additional Records

To continue adding non-crewmembers’ and/or passengers’ records, repeat from Step 2 of
Passenger M anifest to Step 6 of the Debark I nformation section. Continue adding non-
crewmembers’ and passengers’ records until al of the records have been added.

Editing a Previously Entered Record

1. If changes need to be made to arecord, click the Edit link, asillustrated in Figure 22,
Passenger Manifest Screen with Edit, View, and Delete Links.

The record can be edited.
2. Makeall of the necessary changes, and then click the Save button.
The e-NOA/D returns to the Passenger Manifest Screen.

Viewing a Previously Entered Record

1. Toview arecord only, click the View link, asillustrated in Figure 22, Passenger Manifest
Screen with Edit, View, and Delete Links.

The Passenger Detail View Screen appears asread only.

2. Oncefinished viewing, click the Back button.
The Passenger Manifest Screen appears, displaying the record in the data grid.

Deleting a Passenger Details Record

1. If aPassenger Detailsrecord is no longer valid and needs to be deleted, click the Delete
link, asillustrated in Figure 22, Passenger Manifest Screen with Edit, View, and Delete
Links.

The Microsoft Internet Explorer dialog box appears, asking for confirmation to delete
the record.

2. Click OK.

The Passenger Manifest Screen appears and the Passenger Detail record is removed
fromthe data grid.

3. Click the Back button.

The e-NOA/D returns to the Electronic Notice of Arrival/Departure (e-NOA/D) —
Menu page.

Cargo Manifest Entry Screen

Y ou must provide a description of the cargo, other than Certain Dangerous Cargo (CDC),
onboard the vessel. This description should be very genera, such as, grain, oil, containers, and
So on.
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If thise-NOA/D isfor atug and barge, the eeNOA/D is submitted for the tug; and the barge
information goes in the General Cargo Description field.

Thefields contained in the Cargo M anifest Entry Screen appear for both an arrival and a
departure submission.

Federal Regulations:

The Federal regulations governing the Cargo Manifest Entry Screen section can be found at
the following locations:

e Linkto 33 CFR Part 160, Table 160.206,
http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf

e 19CFR4.7(a), and Customs Form 1302.

1. Toopenthe Cargo Manifest Entry Screen data grid, click the Cargo M anifest button on the
Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page.

The Cargo Manifest Entry Screen appears, similar to the following figure.

CEIARTIE,

ﬁ‘féi}»o United States Coast Guard (USCG) &
;w: Customs and Border Protection (CBP)
< Electronic Notice of Arrival/Departure (e-NOA/D)

Cargo Manifest Entry Screen for Visual Sea #6

IFCDC record(s) have been previously enterad and saved , and the Certain Dangerous Cargo (CDC) on Board checkbox is late
unselested, clicking the Save button will dalste all previously entered CDC record(s)

Certain Dangerous Cargo (CDCYon Board: [~
If there is no
= CDC onboard,
B enter a general
=l description of
the cargo.

* General Cargo Description:

When the description of the cargo has been
completed, click the Save button.

Figure 23 The Cargo Manifest Entry Screen

The Cargo Manifest Entry Screen is used to list both general cargo and any CDC. Instructions
for entering both types of data are given below.

General Cargo Only

To complete the General Cargo Description section, perform the following steps:

1. Enter a{General Description of the Cargo} in the General Cargo Description text box.
Thisfield isrequired, and it accepts free text data.

NOTE: If therecord isnot to be added, click the Back button.
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2. Click the Save button.

The e-NOA/D application will audit the Cargo Manifest Entry Screen fields to ensure
all required information has been completed correctly. If any required information is
missing or has been entered incorrectly, an error message will appear at the top of the
page and state exactly which data ismissing. Once all required informationis
entered, the e-NOA/D returns to the Electronic Notice of Arrival/Departure (e-
NOA/D) — Menu page.

The Cargo Manifest button will be changed to blue, and the screen appears similar to
the following figure.

{“} United States Coast Guard (USCG) &
;@; Customs and Border Protection (CBP)
%""m« %/ Electronic Notice of Arrival/Departure (e-NOA/D)

&7,

Vessel: Visual Sea

To print a Last Five Foreign Ports

copy of the
e-NOAID,

click this | T T r— As all of the

button . buttons have
: —— I T turned Blue
( L {indicating all

- required fields
To submit the completed

h - have been
e-NOAJD, click this button. completed), a new

button appears.

Figure24 TheElectronic Notice of Arrival/Departure (eeNOA/D) — Menu Page

NOTE 1
NOTE 2:

Showing Cargo Manifest Button
For instructions on printing an e-NOA/D, see Printing an e-NOA/D.

For instructions on submitting an e-NOA/D, saving an incomplete e-NOA/D, and
closing an e-NOA/D, see Submitting, Saving an Incomplete e-NOA/D, or Closing the
e-NOA/D.

CDC Onboard

Y ou are required to report any cargo the vessel is carrying that possesses the greatest risk to
maritime safety and security.

NOTE: A general explanation of the divisions of CDC materials, and which regulation covers
each material, isfound in 33 CFR Part 160, paragraph 160.204.

If the Certain Dangerous Cargo (CDC) on Board check box is selected, the CDC List section
must be completed.
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Thefields contained in the CDC List section appear for both an arrival and a departure

submission.

Federal Regulations:

The Federal regulations governing the CDC List section can be found at the following locations:

Adding CDC datato the eNOA/D is a multiple-step process consisting of:

Link to 33 CFR Part 160, Table 160.206,
http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf

49 CFR 173.50
49 CFR 176.415
49 CFR 172.101
49 CFR 171.8
49 CFR 173.403
46 CFR 154.7.

Telling the eeNOA/D application a CDC record isto be added
Adding anew record

Completing the CDC Detail Entry Screen fields

Saving the record

Viewing the CDC List record (optional)

Editing the CDC List record (optional)

Deleting the CDC List record at alater date (optional).

To complete the CDC List section, perform the following steps:

1. To openthe Cargo Manifest Entry Screen data grid, click the Cargo M anifest button on the
Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page.
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2. Onthe Cargo Manifest Entry Screen, select the Certain Danger ous Cargo (CDC) on
Board check box.

NOTE: If the Certain Dangerous Cargo (CDC) on Board check box is selected, the CDC List
page appears by clicking either the CDC List button or the Save button.

The CDC List button appears, as shown in the following figure.

United States Coast Guard (USCG) &
). | Customs and Border Protection (CBP)
#%/ Electronic Notice of Arrival/Departure (e-NOA/D)

Cargo Manifest Entry Screen for Visual Sea &6

IFCDC recordks) have heen previously entersd and saved, and the Certain Dangerous Cargo (ZDC) on Board che ckbox is Late If there is
unselected, clicking the Savs button will delete all praviously snterec COC record(s) cbe
Certain Dangerous Cargo (CDC)on Board: [
© “ onboard,
* General Cargo Description: click the
check box.
=
oot

Once the Certain Dangerous Cargo (CDC) on Board check box is selected,
the CDC List button appears. Click the button to enter CDC information.

Figure25 The CDC List Button

WARNING: Thee-NOA/D application will not allow the submission of an eeNOA/D if the
Certain Dangerous Cargo (CDC) on Board check box is selected and no CDC
record isentered. In thiscase, the Cargo Manifest button on the Electronic
Notice of Arrival/Departure (e-NOA/D) — Menu page will turn red and the
Submit button will no longer be available. Oncea CDC record has been
entered, or the check box iscleared, and the Save button isclicked, thee-
NOA/D application will once again allow the submission of the e-NOA/D.

Additionally, if a CDC record has been entered, the Certain Dangerous
Cargo (CDC) on Board check box iscleared, and the Save button isclicked,
all previously entered CDC recordswill be deleted.
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3. Clickthe CDC List button.

The CDC List data grid opens, as shown in the following figure.

United States Coast Guard (USCG) &
| Customs and Border Protection (CBP)
Electronic Notice of Arrival/Departure (e-NOA/D)

CDC List for Visual Sea

CDC Name

Amount
——
To add a CDC To rt_eturn to the Cargo
. Manifest Entry Screen
record, click the . .
Add New button without adding a record,
) click the Back button.

Figure26 The CDC List Page
4. Click the Add New button.

The CDC Detail Entry Screen appears with CDC-related questions, as shown in the
following figure.

2, United States Coast Guard (USCG) &
; Customs and Border Protection (CBP)
5 Electronic Notice of Arrival/Departure (e-NOA/D)

CDC Detail Entry Screen for Visual Sea

veber [ * Amon N
Enter | j—— — o e Click the
datain Destinsion Cousty 1= drop-down
all free Destination State: |=] list button
text NG e \J | |tobringup
flelds. TS GETE the menu.
Y
To add this CDC record, | | 1© feturn to the CDC List
click the Save button page without adding a
: record, click the Back button.

Figure 27 CDC Detail Entry Screen
5. Enter the {UN Number of the CDC} inthe UN Number text box. Thisisafreetext field.

6. Enter the {Amount of CDC} inthe Amount text box. Thisfieldisrequired, and it accepts
free text data
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7. Enter the {Name of the CDC} inthe CDC Name text box. Thisfield isrequired, and it

accepts free text data.

8. Click the down arrow on the Destination Country field, and then select the {Name of the
Country for which the CDC is Destined} from the drop-down list.

NOTE: The Destination State field is deactivated until UNITED STATES s selected in the
Destination Country field. The e-NOA/D application then activates the Destination

State field, and a drop-down list is produced from which the correct state can be

chosen.

9. Click the down arrow on the Destination State field, and then select the {Name of the State
for which the CDC is Destined} from the drop-down list.

10. Click the down arrow on the Destination Port field, and then select the { Name of the Port
for which the CDC is Destined} from the drop-down list.

11. If no port was selected in the Destination Port field, then enter the {Name of the Place for
which the CDC is Destined} in the Destination Place text box. Thisisafreetext fied.

NOTE: If therecord isnot to be added, click the Back button.

12. Click the Save button.

The e-NOA/D application will audit the CDC Detail Entry Screen fieldsto ensure all
required information has been completed correctly. If any required information is
missing or has been entered incorrectly, an error message will appear at the top of the

page and state exactly which dataismissing. Once all required information is
entered, the record is added and the CDC List data grid appears, displaying the

record, as shown in Figure 28, The CDC List Screen with the View, Edit, and Delete

Links.

United States Coast Guard (USCG) &
=¢'.| Customs and Border Protection (CBP)
Ly Electronic Notice of Arrival/Departure (e-NOA/D)

CDC List for Visnal Sea

Amount

Use these
links to view
this record,

edit this
record, or
delete this

To add another CDC
record, click the Add New
button.

record.

To return to the CDC List page
without adding another record,
click the Back button.

Figure28 The CDC List Screen with the View, Edit, and Delete Links
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13. If no further records are to be entered, click the Back button.
The Cargo Manifest page appears, similar to Figure 25, The CDC List Button.
14. Click the Back button.

The e-NOA/D returns to the Electronic Notice of Arrival/Departure (e-NOA/D) —
Menu page.

Adding Additional Records

To continue adding CDC records, repeat from Step 4 to Step 12 of CDC List. Continue adding
CDC records until all of the records have been added.

Editing a Previously Entered Record

1. If changes need to be made to arecord, click the Edit link, asillustrated in Figure 28, The
CDC List Screen with the View, Edit, and Delete Links.

The record can be edited.
2. Makeall of the necessary changes, and then click the Save button.

The e-NOA/D application will audit the CDC Detail Entry Screen fieldsto ensure all
required information has been completed correctly. If any required information is
missing or has been entered incorrectly, an error message will appear at the top of the
page and state exactly which dataismissing. Once all required information is
entered, the record is added and the eeNOA/D returns to the CDC List data grid, as
shown in Figure 26, The CDC List Page.

Viewing a Previously Entered Record

1. Toview arecord only, click the View link, asillustrated in Figure 28, The CDC List Screen
with the View, Edit, and Delete Links.

The record appears in read-only mode.

2. Oncefinished viewing, click the Back button.
The CDC List data grid appears.
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Deleting a Record
1. If arecordisno longer valid and needs to be deleted, click the Deletelink, asillustrated in
Figure 28, The CDC List Screen with the View, Edit, and Delete Links.

The CDC Detail Entry Screen appearsin read only mode, containing a Delete button,
asillustrated in the following figure.

United States Coast Guard (USCG) &
Customs and Border Protection (CBP)
Flectronic Notice of Arrival/Departure (e-NOA/D)

CDC Detail Entry Screen for Visual Sea

U Number: |1953 * Amount: 10000

*CDC Mame: |Flammable Liguid, MO S,
Destination Country:  |EGYHT
Destination State:
Destination Port: | DARMIETTA
Destination Flace

[ | K |

i

.

To confirm the record
is to be deleted, click
the Delete button.

To return to the CDC
List page without
deleting the record,
click the Back button.

Figure29 Confirmingthe CDC Record isto be Deleted
2. Click the Delete button.
The CDC List data grid appears with the CDC Detail record removed.
3. Click the Back button to return to the Cargo M anifest Entry Screen.
4. Click the Back button.
The e-NOA/D returns to the Electronic Notice of Arrival/Departure (e-NOA/D) —
Menu page.
Last Five Foreign Ports

A vessd that is arriving from or has stopped in aforeign port within the previous 2 yearsis
required to provideitslast five foreign ports of call. A vessel operating solely between ports or
places in the continental U.S. isrequired to provide only its destination(s) and last port of call.

Thefields contained in the L ast Five Foreign Ports section appear for both an arrival and a
departure submission.
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Federal Regulations:

The Federal regulation governing the L ast Five Foreign Ports section can be found at the
following link to 33 CFR Part 160, Table 160.206,
http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf.

Adding the Last Five Foreign Ports datato the e-NOA/D is amultiple-step process. The steps
consist of:

e Telling the e-NOA/D application arecord isto be added
e Adding anew record

e Completing the Foreign Port Detail Entry Screen fields

e Saving the record

e Viewingthe Foreign Port Detail Entry record (optional)

e Editing the Foreign Port Detail Entry record (optional)

e Deéleting the Foreign Port Detail Entry record at alater date (optional).

1. ToopentheLast Five Foreign Ports List data grid, click the Last Five Foreign Ports button
on the Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page.

The Last Five Foreign Ports List data grid appears, similar to the following figure.

United States Coast Guard (USCG) &
Customs and Border Protection (CBP)
Flectronic Notice of Arrival/Departure (e-NOA/D)

Last Five Foreign Ports List for Visual Sea

Add New
Fy

To add a record of To return to the Menu

the Last Five page without adding a

Foreign Ports, click record, click the Back
the Add New button. button.

Figure30 ThelL ast Five Foreign PortsList Data Grid
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2. Click the Add New button in the Last Five Previous Foreign Port List data grid.

The Foreign Port Detail Entry Screen appears, containing foreign port-related
guestions, similar to the following figure.

‘ﬁ United States Coast Guard (USCG) &
_lB 724 | Customs and Border Protection (CBP)
FElectronic Notice of Arrival/Departure (e-NOA/D)

Enter data Foreign Port Detail Eniry for Visual Sea

; Click the
in all free Fay
text fields. *Couatey (= _drop-down
“Port: 1=/ list button to
[P+ Flace bring up the
menu.
Enter the |+ Arrival Date: [T eparture Date: (e ddryyyy)
aaes. an /| T e
example of 4.
the date
format is

10/31/2004. To add a Foreign Port To return to the Last Five
9 Foreign Ports List without

I:_)eta|| Entry record, adding a record, click the
click the Save button.
Back button.

Figure31 The Foreign Port Detail Entry Screen

3. Click the down arrow on the Country field, and then select the {Name of the Country of
the Foreign Port} from the drop-down list. Thisisarequired field.

4. Click the down arrow on the Port field, and then select the {Name of the Foreign Port}
from the drop-down list. Thisisarequired field.

5. If no port was selected in the Port field, then enter the {Name of the Foreign Place} inthe
Place text box. Thisfieldisrequired if no Port is selected, and it accepts free text data.

6. Enter the {Date of Arrival at the Foreign Port} inthe Arrival Datetext box. Thisisa
required field. The format for the date is {mm/dd/yyyy} (for example, 10/31/2004).

7. Enter the {Date of Departure from the Foreign Port} in the Departure Date text box. This
isarequired field. Theformat for the dateis {mm/dd/yyyy} (for example, 10/31/2004).

NOTE: If therecord isnot to be added, click the Back button.
8. Click the Save button.

The e-NOA/D application will audit the Foreign Port Detail Entry Screen fieldsto
ensure all required information has been completed correctly. If any required
information is missing or has been entered incorrectly, an error message will appear
at the top of the page and state exactly what data is missing. Once all required
information is entered, the Last Five Foreign Ports List data grid appears, displaying
therecord in the data grid, as shown in the following figure.

Electronic Notice of Arrival/Departure (e-NOA/D) User Guide, April 22, 2005 Page 62



United States Coast Guard (USCG) &
=¢}.| Customs and Border Protection (CBP)
e Electronic Notice of Arrival/Departure (e-NOA/D)

Last Five Foreign Ports List for Visual Sea

Use these links Delete HU-TON = 01/5/2005 0172072005
toview this | 1
record, edit 1 TR GRS
this record, or — /J
delete this _
record. To add a Last Five To return to the Last Five

Foreign Ports List data

grid without adding a

record, click the Back
button.

Foreign Ports List
record, click the Add
New button.

Figure32 ThelLast Five Foreign PortsList Screen with the View, Edit, and Delete Links
9. If no further records are to be added, click the Back button.
The e-NOA/D returns to the Electronic Notice of Arrival/Departure (e-NOA/D) —
Menu page.

Adding Additional Records
To continue adding L ast Five Foreign Ports Details, repeat from Step 2 to Step 8.

NOTE: No more than five foreign ports’ records can be contained in the eNOA/D (the Add
New button disappears once five foreign ports’ records have been entered). If another
foreign port record needs to be entered, then one of the existing records must be deleted
first.

Editing a Previously Entered Record

1. If changes need to be made to arecord, click the Edit link, asillustrated in Figure 32, The
Last Five Foreign Ports List Screen with the View, Edit, and Delete Links.

The record can be edited.
2. Makeall of the necessary changes, and then click the Save button.

The Last Five Foreign Ports List data grid appears.

Viewing a Previously Entered Record

1. Toview arecord only, click the View link, asillustrated in Figure 32, The Last Five Foreign
Ports List Screen with the View, Edit, and Delete Links.

The record appearsin read only mode.

2. Oncefinished viewing, click the Back button.
The Last Five Foreign Ports List data grid appears.
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Deleting a Record
1. If arecordisno longer valid and needs to be deleted, click the Deletelink, asillustrated in
Figure 32, The Last Five Foreign Ports List Screen with the View, Edit, and Delete Links.

The Foreign Port Delete Page appears with a Delete button, similar to the following
figure.

United States Coast Guard (USCG) &
| Customs and Border Protection (CBP)
Flectronic Notice of Arrival/Departure (e-NOA/D)

Foreign Port Delete Page for Visual Sea

*Country: | AUSTRALIA
*Pott: BEACHPORT

* Place:

* Asrival Date: |1/31/2004 ‘wnd el * Departure Date:  [2/5/2004 ‘o el
( YYVY) € YYYY)

To return to the Last
Five Foreign Ports List
without deleting the
record, click the Back
button.

KN | E]

To confirm the
record is to be
deleted, click the
Delete button.

Figure 33 Confirming the CDC Record isto be Deleted
2. Click the Delete button.

The Last Five Foreign Ports List data grid appears with the Foreign Port record
removed.

3. Click the Back button twice.

The e-NOA/D returns to the Electronic Notice of Arrival/Departure (e-NOA/D) —
Menu page.

International Ship Certificate Entry Page

Y ou are requested to provide evidence the vessel isin compliance with the International Ship
and Port Facility Security (ISPS) Code prior to entry into U.S. ports. By completing this section
of the e-NOA/D, the NVMC is supplied with the type and status of a vessel’s Internationa Ship
Security Certificate (1SSC).

The fields contained in the I nter national Ship Security Certificate Entry Page appear for both
an arrival and a departure submission.
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Federal Regulations:

The Federal regulations governing the I nternational Ship Security Certificate section and the
Company Security Office 24 Hour Contact I nfor mation section can be found at the following

locations:

e Linkto 33 CFR Part 160,

http://www.nvmc.uscg.gov/Forms/33cfr160Feb28 Final.pdf

e Linkto 33 CFR Part 104, July 1, 2003 Addendum,
http://www.nvmc.uscg.gov/Forms/33cfr160Jul 012003 1SSC.pdf

e Section 19.1 of Part A of the ISPS Code, SOLAS Chapter XI-2, ISPS Code, Part A.

1. Toopenthe Internationa Ship Security Certificate Entry Page, click the | SSC button on the
Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page.

The International Ship Security Certificate Entry Page appears, similar to the
following figure.

5 &)
%M»:
4RD S50

ﬁ;:%&%}n\o United States Coast Guard (USCG) &
Z¢)., Customs and Border Protection (CBP)
Electronic Notice of Arrival/Departure (e-NOA/D)

International Ship Security Certificate Entry Page For Visual Sea

International Ship Security Certificaie

Click the
drop-down
list button
to bring up
the menu.

information to the
e-NOA/D, click the
Save button.

To return to the
List page, click

the Back button.

Enter the 133 Type: [NOT PROVIDED [
Reason Interim ISSC Issusd: | 0T PROVIDED |L

date. An 1S5C Flag & dinistration: %
example of plssus Date gy

the date Vessel Secvsity Plen: [Not Provided

format is
10/31/2004.

Compary Security Officer 24 Hour Contact Information

Enter data Jlm e i ]

in all free P Newat Fax ]
foxt fields. GECTIED GECTID

To add the

Figure 34 Thelnternational Ship Security Certificate Entry Page

The International Ship Security Certificate Section

To complete the International Ship Security Certificate section, perform the following steps:
1. Click the down arrow on the I SSC Type field, and then select the { Type of ISSC} from the

drop-down list.

2. If Interim ISSC is selected in the | SSC Typefield, click the down arrow on the Reason
Interim 1 SSC Issued field, and then select the {Reason} from the drop-down list.

3. Click the down arrow on the | SSC Flag Administration field, and then select the {Name of

the ISSC Flag Administration} from the drop-down list.
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4. Enter the {Date the ISSC was Issued} inthelssue Datetext box. Thisisarequired field.
The format for the dateis {mmy/dd/yyyy} (for example, 10/31/2004).

5. Click the down arrow on the Vessel Security Plan field, and then select the {Correct
Selection} from the drop-down list.

The Company Security Officer 24 Hour Contact Information

Each vessel must have an appointed Company Security Officer (CSO) who is responsible for
ensuring the vessel’s security requirements are met by developing, approving, maintaining, and
implementing an appropriate security program. Although no fields are required in this section of
the eNOA/D, an areais provided to submit this information.

To complete the Company Security Officer 24 Hour Contact I nfor mation section, perform
the following steps:

1. Enter the {Name of the Company Security Officer} in the Nametext box. Thisfield
accepts free text data.

2. Enter the {Telephone Number of the Company Security Officer} in the Phone text box.
Thisfield accepts free text data.

3. Enter the {E-mail Address of the Company Security Officer} inthe Email text box. This
field accepts free text data.

4. Enter the {Fax Number of the Company Security Officer} inthe Fax text box. Thisfield
accepts free text data.

NOTE: If therecord isnot to be added, click the Back button.
5. Click the Save button.

The e-NOA/D application will audit the International Ship Security Certificate Entry
Page fields to ensure all required information has been completed correctly. If any
required information is missing or has been entered incorrectly, an error message will
appear at the top of the page and state exactly what data is missing. Once all
required information is entered, the eeNOA/D returnsto the Electronic Notice of
Arrival/Departure (ee-NOA/D) — Menu page.

Submitting, Saving an Incomplete e-NOA/D, or Closing the e-NOA/D

Once dl the required fields have been completed, all of the CDC cargo, if any, has been
accounted for; the last five foreign ports visited have been entered; and al crewmembers’ and
passengers’ records have been entered, the eeNOA/D is ready to submit to the NVMC for
processing.

To submit the eeNOA/D, click the Submit button, as shown in the following figure.
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the Previously Submitted
NOA/Ds data grid.
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e-NOA/D will then appear in the
Saved NOAJDs data grid.

Figure 35 The Submit Button

Once the Submit button is clicked, the eeNOA/D returns to the Electronic Notice of

Arrival/Departure (e-NOA/D) — List page.

The e-NOA/D islisted in the Previously Submitted NOA/Ds data grid.
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Printing an e-NOA/D

The e-NOA/D application provides a mechanism that allows a hard copy of the completed e-
NOA/D to be printed. This print capability is available once data has been entered in the Vessel
Detail Entry Screen and that screen has been saved (for anew e-NOA/D); once the View, Copy,
or Update links have been selected in the Previously Submitted NOA/Ds data grid; or when the
View or Edit links have been selected in the Saved NOA/Ds datagrid. To print the e-NOA/D,

perform the following steps:

1. Click the ENOAD Printable Version button on the Electronic Notice of Arrival/Departure
(e-NOA/D) — Menu page, asillustrated in Figure 11, The Electronic Notice of

Arrival/Departure (e-NOA/D) — Menu Page.

The Print Page appears similar to the following figure.

United States Coast Guard (USCGQG) &
| Customs and Border Protection (CBP)

Electronic Notice of Arrival/Departure (e-NOA/D)

Print Page for Visual Sea
Vessel Details

Ship Name: Visual Sea

Call Sign: JHG234

ID Number: CDR987 [
ID Type: IMO Numbher

Owner: Keith/Perfit Enterprises

Operator: World Shipping

Flag: UNITED STATES - US

Class Society: American Bureau of Shipping
Charterer: World Shipping

Operational Condition of Equipment: Operational
Operational Equipment Description:

Document of Compliance Certificate
Agency: American Bureau of Shipping
Issue Date: 05/05/2003

Expiration Date: 05/05/2007

Safety Management Certificate

Agency: American Bureau of Shipping
Issue Date: 05/05/2003

ERirafon D 005007 o e e e e

Figure36 ThePrint Page
2. Select File on the browser’s menu bar.
3. Select Print from the pull-down menu.
The Print dialog box appears.

4. Ensurethe {Correct Printer} has been selected, and then click the Print button.
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Previously Submitted NOA/Ds and Saved NOA/Ds Data Grids

Once an e-NOA/D has been submitted and/or saved, the data grids change to show the submitted
and/or saved e-NOA/D and provide various ways to manipulate it. This manipulation takes
place via

e TheView link

e TheCopy link
e TheUpdate link
e TheEdit link

e TheDé€etelink.

Detailed instructions for using the View, Copy, Update, Edit, and Delete options are found in
the Previously Submitted NOA/Ds Data Grid section. Instructions for using the View, Edit, and
Delete options can be found in the Saved e-NOA/Ds Data Grid section of this user guide.

The following sections provide instruction on how to select and use the functionality provided in
the data grids.

Previously Submitted NOA/Ds Data Grid

Regardlessif an e-NOA/D for a particular vessel is submitted frequently or rarely, once
submitted, that record can still be found on the Electronic Notice of Arrival/Departure (e-
NOA/D) — List pagein the Previously Submitted NOA/Ds section. To reuse an eeNOA/D as
the basis for anew e-NOA/D, simply scroll to the appropriate record, and then select the Copy
link. To view (but not change) an e-NOA/D, choose the View link. To provide updated
information to the NVMC on an active e-NOA/D, select the Update link.

By selecting the Copy link on the most recently submitted e-NOA/D for avessel, the e-NOA/D
appears in an editable format with the majority of the previously completed fields already filled
in. Simply correct any out-of-date information, fill in the blank fields, and submit the eeNOA/D
asif it were new. Seethe Copying an Existing eeNOA/D section for instructions on copying.

NOTE: Usethe Copy option only for submitting a new e-NOA/D, not for updating information
to an existing, active e-NOA/D.

For example, if the information in the Arrival Date and the Arrival Port fieldsis the
same but some other field has changed (such as Arrival Timeor Crew | D Number),
this e-NOA/D would be considered an update to an existing, active e-NOA/D. Copy
would not the correct selection in this case.

By selecting the View link, the eeNOA/D application brings the eeNOA/D to the screen for
viewing only. See the Viewing an Existing e-NOA/D section for instructions on viewing.

When the Update link is selected, the eeNOA/D comes to the screen with all fields completed
exactly as when it was submitted to the NVMC. Thisoption is used to submit a notice of change
or to correct an eeNOA/D. See the Updating an Existing ee-NOA/D section for instructions on
updating.

The following figureillustrates the Copy link, the View link, and the Update link.
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Figure 37 The Previously Submitted NOA/Ds Data Grid
with Copy, View, and Update Functions

Viewing an Existing e-NOA/D

The View option brings the record to the screen in an e-NOA/D Print View window in HTML
code, the likes of which can be found on any Web page, and alows the e-NOA/D to be printed.

To view arecord in the Previously Submitted NOA/Ds or the Saved NOA/Ds data grids,
perform the following steps:

1. Click the View link in front of the {Vessel’s Record}.
The Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page appears.

NOTE: By clicking the ENOAD Printable Version button on the Electronic Notice of
Arrival/Departure (e-NOA/D) — Menu page, a hard copy of the ee-NOA/D can be
printed.

2. Select the {Screen to be Viewed} (for example, Vessel Detail, Crew Manifest, or Cargo
Manifest).

The selected screen appears asread only.

Copying an Existing e-NOA/D

The Copy option isfound in the Previously Submitted NOA/Ds data grid and is atimesaving
device available after one eNOA/D has been submitted. Copy provides the ability to copy the
majority of the information from a previously submitted ee-NOA/D to anew one. The datain any
of the fields that have changed from the original e-NOA/D is updated, and the eNOA/D is

submitted as atotally new e-NOA/D. Only aminimum of dataentry isrequired to complete a
new e-NOA/D.

Electronic Notice of Arrival/Departure (e-NOA/D) User Guide, April 22, 2005 Page 70



To copy apreviously submitted e-NOA/D, perform the following steps:
1. Click the Copy link in front of the {Vessel’s Record}.

All information, except the data in the Notice Type field, the Voyage Type field, the
Arrival Information section, the Departure I nformation section, the Last Port of Call
section (if isan NOA), the Cargo Manifest section, and the Next Port of Call section
(ifisan NOD), is copied to an eeNOA/D. The e-NOA/D appears at the Vessel Detail
Entry Screen.

2. Update al {Required Fields that have Changed}, and then complete the Notice Typefield,
the Voyage Typefield, the Arrival Infor mation section, the Departure I nformation
section, the Last Port of Call section, the Cargo Manifest section, and the Next Port of
Call section following the steps found in the Preparing and Submitting an e-NOA/D section.

NOTE: By clicking the ENOAD Printable Version button on the Electronic Notice of
Arrival/Departure (e-NOA/D) — Menu page when it appears (after the data in the
Vessel Detail Entry Screen has been updated), a hard copy of the e-NOA/D can be
printed.

Updating an Existing e-NOA/D

The Update option isfound in the Previously Submitted NOA/Ds data grid and brings the record
to the screen exactly asit was submitted to the NVMC. Thisoption is used to provide a notice of
change to an active eeNOA/D or to submit information requested as aresult of an incomplete e-
NOA/D. This option can be used only if the original NOA and/or NOD were submitted as an e-
NOA/D.

WARNING: When using the Update functionality, the eNOA/D application will
deactivatethe Notice Typefield. You will not be allowed to change thisfield.
For example, if theoriginal e NOA/D was set to Arrival, you will not be
allowed to changethisfield to Departure.

To update an active eeNOA/D, perform the following steps:
1. Click the Updatelink in front of the {Vessel’s Record}.
The Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page appears.

NOTE: By clicking the ENOAD Printable Version button on the Electronic Notice of
Arrival/Departure (ee-NOA/D) — Menu page, a hard copy of the eNOA/D can be
printed.

2. Select the {Screen to be Viewed} (for example, Vessel Detail, Crew Manifest, or Cargo
Manifest).

The selected screen appears.

3. Update the {Information to be Changed}, per the instructionsin the Preparing and
Submitting an e-NOA/D, and then click the Submit button.
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Saved e-NOA/Ds Data Grid

The e-NOA/D application allows you to partially complete an e-NOA/D and then save it to be
submitted later. Any un-submitted eNOA/Ds are listed in the Saved NOA/Ds section. To
complete an e-NOA/D, scroll to the appropriate record, and then select the Edit link. To view
(but not change) an e-NOA/D, choose the View link. To remove an eNOA/D that is no longer
needed, select the Delete link.

NP g“h United States Coast Guard (USCG) &
%) | Customs and Border Protection (CBP)
%7 Electronic Notice of Arrival/Departure (e-NOA/D)

o To create a new Notice of Arrival Departure (NOA/D) click Add NOA/D.

o Toview aprintable version ofa previsusly entered NOA/D, click the View link beside the NOA/D you would like to
view.

* Tocreaie a new NOA/D for a ship that you have previously entered, select the Cn];y].mkh lﬂeﬂmNOA}Dy\mmu]d
like to copy, and a new NOA/D form will e populated with i entered

Click the View NOAD.

K ; o T logout, click the Logoffbution.

link in front of o To manage your account, change a password, update an e-mail address, and so on, click here.

the vessel's
record to look at Previously Submitted NOA/Ds
and/or print the Vessel Name: Visual Sea Date Provided: 01/13/2005 02.31:47

wibw | Copy | Update Call Sign: JHOZ4 D Musber: 1234567
e-NOA/JD. o : :
otice Type: Asivel Voyage Type: Foseign to US

Saved NOAfDs

Vessel Name: Visual Sea Date Provided: 01/13/2005 09:30:25

Click the Edit wiew |Edit | Delsts Call Sign: THO3 1D Numbex: 1234567
link to open an f Notice Type: Departure Vayage Type:
o e
state as it was ——
when it was last Click the Delete link to remove an e-NOAJ/D
saved that is no longer needed.

Figure 38 The Saved NOA/Ds Data Grid
with Copy, View, and Update Functions

By selecting the View link, the eeNOA/D application brings the eeNOA/D to the screen for
viewing only. However, in addition to viewing the record, this option alows the eNOA/D to be
printed. Seethe Viewing an Existing e-NOA/D section for instructions on viewing.

By selecting the Edit link, the ee-NOA/D application brings the e-NOA/D to the screen in exactly
the same state as it was when it was last saved. Thisisthe option used if the eNOA/D has not
been submitted and is to be completed and submitted now. Seethe Editing a Saved e-NOA/D
section for instructions on performing this option.

By selecting the Delete link in front of arecord, that record will be removed from the Saved
NOA/Dsdatagrid. Seethe Deleting a Saved e-NOA/D section for instructions on performing
this option.

Electronic Notice of Arrival/Departure (e-NOA/D) User Guide, April 22, 2005 Page 72



Editing a Saved e-NOA/D

The Edit option isfound in the Saved NOA/Ds data grid and allows a saved but incomplete e-
NOA/D to be completed and submitted.

To edit an existing eeNOA/D, perform the following steps:
1. Click the Edit link in front of the {Vessel’s Record}.
The Electronic Notice of Arrival/Departure (e-NOA/D) — Menu page appears.

NOTE 1: Ared button indicates that particular section has required fields that are blank. The
e-NOA/D cannot be submitted if any of the buttonsin this screen are red.

NOTE 2: By clicking the ENOAD Printable Version button on the Electronic Notice of
Arrival/Departure (ee-NOA/D) — Menu page, a hard copy of the eNOA/D can be
printed.

2. Complete the eeNOA/D, following the instructions found in Preparing and Submitting an e-
NOA/D of this user guide.

Deleting a Saved NOA/D

The Delete option isfound in the Saved NOA/Ds data grid and allows arecord to be deleted that
isno longer needed.

To delete an existing eNOA/D, click the Delete link in front of the {Vessel’s Record}.
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Logging Off the e-NOA/D Application
When all e-NOA/D tasks have been completed, be sure to log off the system. To log off, click

the L ogoff button on the Electronic Notice of Arrival/Departure (e-NOA/D) — List page, as

shown in the following figure.

United States Coast Guard (USCQG) &
Customs and Border Protection (CBP)
Flectronic Notice of Arrival/Departure (e-NOA/D)

To create a new Notice of Arrival/Depariure (NOA/D) click Add NOA/D.

To view a printahle version of a previously entered NOA/D, click the View link heside the NOAD you would like to
view.

To create a new NOA/D for a ship that you have previously entered, select the Copy link heside the NOA/D vou would
like to copy, and a new NOA/D form will automatically be populated with information from the previously entered
NOAD.

Click the Logoff bution io logout.

To your t, change p i, email address eic...Click Here

1
Previously Submitted NOA/Ds

1
Saved NDA/Ds

T —

[

When all tasks are completed, close the e-NOA/D
application by clicking the Logoff button.

Figure 39 The L ogoff Button
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WHAT HAPPENS TO THE E-NOA/D AFTER IT IS SUBMITTED? ‘

Once the e-NOA/D has been submitted, the output fileis sent to the NVMC’s server, where the
information contained in it isvalidated. After the information validation takes place, an e-mail
message is sent to you confirming the receipt of the submission.

NOTE: The e-mail addressistaken fromthe Email: field in the Reporting Party Entry Screen of
the eNOA/D. Thisfield must contain a valid e-mail address to receive a confirmation
that the eeNOA/D has been received.

This e-mail message confirms receipt of the eNOA/D by the NVMC and that the NVMC has
processed it. The data contained in the eeNOA/D is forwarded to CBP, but they will not send a
confirmation.

WARNING: If aconfirmation e-mail messageis not received within 2 hours of submitting
the eNOA/D, call the NVMC to confirm they have received it.

If you are not receiving any NVMC e-mail messages, even though you are certain you are using
the correct e-mail address, it islikely a spam-filter or junk-filter is preventing the NVMC
messages from appearing in your Inbox. Several major e-mail providers (such as Hotmail, MSN,
and AOL) have built-in spam-blocking features, which will intercept — and in many cases,
actually delete - messages.

Please check with your e-mail provider and have them manually walk you through the steps
necessary to make sure spam and junk filters have been disabled on your account. Dueto the
wide variety of e-mail providers and spam/junk mail options, NVMC representatives cannot
walk you through this directly, but the support team for your e-mail providers should be able to
provide the needed help. In addition to turning off junk filters, please add the following e-mail
addresses to your “Safe” list, “Contact” list, or the equivalent for your e-mail service, so you will
be guaranteed to receive any e-mail message sent from these addresses:
SANS@NVMC.USCG.GOV and NVMC@OSC.USCG.MIL.

Thetext of the e-mail message contains the type of notice submitted, a date, a timestamp
confirming when the eeNOA/D was received by the NVMC, and limited information about the
vessel. Depending on the type of e-mail message, it can aso contain a notice that additional
information isrequired. The two types of e-mail messages are Receipt of Notice and

I ncomplete Notice.
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Receipt of Notice E-Mail Message

If the e-NOA/D has been completed correctly, a Receipt of Notice e-mail message will be
received. If thistype of e-mail message isreceived, no further actionisrequired. The following
figure provides an example of this type of message.

EE e ]
- - | Rogepty | goreptytoal | o2 == E
Type of confirmation
e-mail message. Tor .

went Center received your Notice of Arrival at 07:39 EST on 10/17/2001 for the vessel with the =

Vessel-specific
information.

Figure40 Receipt of Notice

Incomplete Notice E-Mail Message

If information is missing from the eNOA/D, an Incomplete Notice e-mail message will be
received. Along with the information contained in the Receipt of Notice e-mail message, this
message contains information in the Additional Comments section about what data is needed to
complete the ee-NOA/D. The missing dataisto be provided as soon as possible to ensure the
vessel is not delayed or denied entry into the port. The following figure provides an example of
thistype of e-mail message.

| Ble Ede Vew Insert Format Iools Actions Help ‘
Type of confirmation ngep\y‘mkep\ymml‘gmmwd‘g%‘ v ‘EE,-)(|¢ - vx|@'“ .‘ v‘A_| B 7 0= = = ‘
e-mail message From:  sansimbee uscd,gov Serk: Thu01/13{2005 12:03 P
. Toi  DDAVIES@PSC.USCEMIL
ce
Sibject:  TNCOMPLETE NOTICE
Your Notice of Arrival Submission was received by the National Vessel Movement Center at 07:39 EST on 10/17/2001 for the |

vessel with the following details:

Ship Neme: YOHIJIN

Vessel-specific ID Nuber: 5300468
ID Type: INO Humber
information. Reporting Party: GEORGE  CERES

Reporting Organization/Company: INCHCAPE SHIPPING

on is incomplete. hdditional information is required for the submission to mee
o forward the information could result in delay or denial of entry into the navigable waters o
States or to any port or diction of the United States. Additionally, failure to provide o

The e-mail criminal penalties as authorized in 33 United States Code 1232.
message may /Admmnnal Corwents:
contain . ! MAME VERE INCOMPLETE.
comments. Thank Yo,
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